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rfft Ndi OflCI 


To chtic quart ly dong vai tro quan trong 
trong moi che do xa hoi, mqi nganh nghe, moi linh 
vUc. Nhd co to chtfc va quan ly khoa hoc da mang 
lai hieu qua lao dong cao vdi viec chi phi tieu hao 
site Ivfc it, phildng tien it va thdi gian it. 

Vi le do khoa hoc quan ly ngay nay da trd 
tfianh mot nganh khoa hoc, bao trum len toan bo 
hoat dong cua xa hoi. 


B&t cd mot che do xa hoi nao-hoac mot to 
• • ■ .* 

chile hay mot cd quan xi nghiep nao cung deu 
phai to chvtc, quan ly mdi hoat dong co hieu qua. 


Nguyen tacva phildng phap cua khoa hoc 
quan ly.la nhtfng cai chung nhat. Song di sau vao 
tiing nganh nghe, tiing linh vile, chung deu go 

nhufng dac thu rieng chi khi nao biet ket hop hai 

« 

hoa gitf a cai chung va cai rieng noi tren thi khi do 
quan ly mdi thuc su mang lai hieu qua cao. 


Chi'nh vi vay moi ng&nh nghe, moi linh vuc 
deu phai nghien ciiu de tim ra each to chu!c, quan 
ly sao cho khoa hoc nhat doi vdi nganh minh la 
viec lam bet stic can thiet. 


Giao trinh Quan ly thtf vien vd trung tdm 
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thong tin dude bien soan cung khong ngoai muc 
dich noi tren. 

Giao trinh gom 7 chiidng: 

Chudngl : Ly thuyet chung ve to chile, 
qiian iy va to chile quail ly 
trong cd quan t.hil vien - thong 
tin. 

Chuang If : To chile lao dong trong cd quan 

thtf vien - thong tin. 

Chuang III : Cd cau to chile mbt $>6 loai 
hinh thtf. vien va cd.quan thong 
tin d Viet Nam. 

Chuang A 7 * : Ke hoach va bao cao cong tac 

thit vien - thong tin. 

Chuang V : Thong ke trong cac cd quan • 

thil vien - thong tin. 

Chuang VI : Kinh te boat dong trong cd 
quan thef vien - thong tin. 

Chuang VII : Cong tac dao tao, htfdng dan 

nghiep vu va cong tac thanh tra 
thil vien - thong tin. 

Giao trinh quan ly thu vien va trung tarn 
thdng tin dude bier! soan lan nay do hai tac gia: 

l.'ThS. Nguyln Tien Hien -* Chu iihiem khoa 
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Thu vien - thong tin - bien soan chtfdng I. II, III, 

IV 


2. TS. Nguyen Thi Lan* Thanh - Trifdng 
phong D.ao tao - bien soan chitting V, VI, VII. 

t 

To chlie, quan ly luon la mot van de ldn, 
phiic tap, tac gia da co" gang de bao quat cac tai 
lieu m6i. Song chac ch&n con nhieu thieu sot. Rat 
mong nhan dtfdc y kien dong gop chan thanh cua 
cac anh, cac chi va cac ban dong nghiep. 

Qua 161 noi dau, toi xin dtfdc bay to long biet 
dn den cac anh, cac chi va cac ban dong nghiep da 
gop y> giup dd de chung toi hoan thanh giao trinh 
nay. 


tAc gia 
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Chir&ng I: 


LV THUYET CHUNG vfi TO CHUC, 
QUAN LY VA t6 CHUC QUAN LY TRONG 
CO QUAN THU VI$N - THONG TIN 


I - Ly thuyet chung ve to churc, quan ty. 

1/ Khdi quat ve to chtic. To chttc, dong vai tro 
vd cung quan trong trong moi che do xa hoi, moi 
linh viic, moi nganh nghe. Nhd co to chile tot da 
mang lai hieu qua lao dong cao. Chinh vi vay, to 
chile da tr5 thanh trung tarn chu y cua nhieu lanh 
fcu tren the gidi. 

Ngay tit nam 1918 sau each mang Thang 
Mudi thanh cong V. I. Lenin da cho r&ng “ Doi vdi 
chinh quyen Xo- Viet, thi chinh viec to chile lao 
dong ... la van de chu yeu, van de can ban va la 
van de nong hoi nhat trong toan bo cuoc' song xa 
hoi ”.< n 

Lenin con viet : “Site luc cua hang tram 
nguEdi co the hdn snfc lore cua hdng nghin ngtfdi 
khong ? Ong tra ldi : Co the khi ma sdc luc cua 
hang tram ngiidi co to chile. Vi co to chile thi sife 
Idc tang len hang nghin lan ” (2) . 


L^nirt loan t£pT.36 tieng Nga xua't ban ISn 5 lr. 147. 
>> Lenin toan UpT.34 lieng Nga xua't ban I3n 3 tr.34. 
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Chu tich Ho Chi Minh cung da tu’ng danh 
gia vai tro cua to chtic quan ly rat cao. Ngu'di noi 
rang : “To chtic, quan ly la cong viec kho khan, 
phutc tap nhung rat c&n thiet, muon quan ly tot 
thi ngoai nhutng kien thufc chuyen mon,‘ ngoai 
trinh do khoa hoc ra con doi hoi can bo, cong nhan 
phai thong suot ttf tudpg, phai co thai do lam chu 
Nha nude, lam chu xf nghiep. Muon quan ly tot 
phai nang cao tinh than trach nhiem lam den ndi 
den chon, ytfdt moi kho khan, phai thufc hien can 
bo tham gia lao dong, cong nhan tham gia quan 
ly" (5v . 


Phrumin I. M. - chuyen gia Lien Xo da dtfa 
ra dinh nghia : To chiic la hinh thufc tao lap va 
duy tri mot trat ttf cua mot he thong nao do goi la 
to chufc. 


Trong t€r dien tieng Viet co dinh nghia: To 
chtic - la stf xep dSt, bo" tri cac moi quan he giufa 
cac bo phan v6i nhau. 


Cac giao stf d Hoc vien Hanh chinh quoc gia 
Viet Nam dtfa ra dinh nghia: To chufc la mot khoa 
hoc ve stf thiet lap moi quan he giufa con ngtfdi v6i 
nhau, nh&m muc dich quan ly tot doi ttfdng cua 
minh. 

To chtfc thtfdng la nhufng cong viec hat nhan 


% 

Nhutig Idi k£u goi cua H6 Chu tich T5- tr. 128 - 129. 
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khdi dau de dan tdi viec hinh. thanh mot to chute, 

« • ' 

mot cd quan hoac xi nghiep v.v... 

Noi nhu v&y khong co nghia la to chute chi la 
cdng viec ban dau roi ket thuc, mtk con song song 
ton tai va phat trien cung vdi to chu£c‘ cd quan xi 
nghiep do. 

To chtic thUdng ta cong viec cua can bo lanh 
daoj quan ly, va cac chuyen gia. Doi hoi doi vdi 
can bo dude giao nhiem vu to chute phai la ngUcli 
co chuyen m‘di\ sau ve linh yutc minh dude giao 
nhi£m vu. 


Vi du: To chiic thanhJap mot nhh may_det, 
ngUdi dude giao nhiem vu. to chute thanh lap nha 
may phai la mot-' chuyen gia hay mot ky su 
chuyen ve nganh det, co thuc te nhieu nam, co 


ddu oc to chute. Chi nhu vay ho m6i co th§ xep dat 
cac day chuyen, cac phan xUdng, cac phbng ban 
mot each hdp ly, co nhu vay ho m6i tuyen chon 
dufdc cong nhan Jtheo dung yeu cau, xep dat can bo 
cho cac phong ban, mua s&m trang thiet bi phu 
hdp nhat. 


t 


To chute co vai tro cUc ky quan trong quyet 
dinh sU thanh cong trong quan ly.* NhiJng sai lam, 
khuyet diem trong cong tac to chute va can b6 la 
nguyen nhan cua moi nguyen nhan, g§y ra tinh 
tirang khong tot d cd quan do. 
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Can phan biet hai loai to clitic : To chtic san 
xuat kinh doanh ya to chtic bo may quan ly. 

a) To chuc sun xuat - kinh dounh : 

Lay cac hoat dong san xu&t - kinh doanh 
lam doi tUdng, dua tren cd s 6 phan tich kinh te - 
ky thu&t va lay hieu qua san xuat - kinh doanh la 
•tieu chuan cd ban. 

No ’la cd sd de sut dung hdp ly moi tai 
nguyen, xay dutng va thtic hien ke hoach san xuat 
- kinh doanh theo phifdng htidng muc tieu da 
dinh. Ket hdp chuyen mon hoa vdi kinh doanh 
tong hdp co hieu qua va de to chtic bo may quan 
ly co hieu ltic. 

b) Tjd chtic bo mdyqudn ly: 

Tuy thuoc vao cd cau to chtic san xuat va cd 
che kinh doanh nham quan ly co hieu luc, phuc 
vu co hieu qua cho san xuat - kinh doanh. 

No bao gom to chtic bo 'may Nha ntftic b 
Trung Hong, dia phtidng va bo may quan ly cua 
cac to chtic san xuat - kinh doanh, hinh thank he 
thong quan ly thich hdp. No phai luon dap ting 
yeu cau va nhting bien doi phu hdp vdi sii ph4t 
trien cua cd cau san xu&t, to chtic san xuat va cd 
chS quan ly kinh doanh. • 

2/ Khai quat ve quart ly : Theo quan dilm cua 
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•Mac, ong coi quan ly la chi 'ic liang dac biet, dude 
sinh ra tit tfnh chat xa hoi hoa lao dong, Ngtfcfi 
viet i “Bat ky mot lao. dong xa hoi hay cong dong 
nao, dude tien hanh tren quy mo tudng doi ldn • 
cung deu can co su quan ly, no xac l&p moi quan 
he hai hoa giuta cac cong viec rieng re va thtfc 
hien chtic iiang chung nhat, xuat phat tit stf van 
dong cua toan bo cd cau san xuat (khac vdi sxi van 
dong cua titng bo ph&n doc lap trong nen san xuat 
ay). Mot nghe si chdi dan, chi phai dieu khien 
chinh minh, nhitng mot dan nhac thi phai co nhac 
tracing ” (4) . 

Tit do ta co the hieu quan ly la su tac dong 
co y thufc de chi huy, dieu khien, hudng din cac 
qua trinh xa hoi va hanh vi hoat dong cua con 
ngitdi de dat t6i muc dich cua ngUdi quan ly, phu 
v hdp quy luat khach quan. . • 

Hoac ta co the dinh nghia ngan gon bdn. 

Quan ly la si i tac dong co muc dich cua chu 
the len khach the nham nang cao hieu suat lao 
dong. 

Quan ly la mot yeu to het site quan trong 
khong the thieu dude trong ddi song xa hoi. Xa hoi 
phat trien cang cao, thi vai tro cua quan ly cang 


' 4 Mac - Artg ghen loan iapT.23.- Tr.342 
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16n va noi dung cang phufc tap. 

Quan ly co ba loai hinh: Cac loai hiiih nay 
deu co mot xuat phat diem giong nhau la “do ctom 
ngiibi dieu khien” nhiing khac nhau ve doi tudmg 
quan ly. 

Loai thti nha't: Con ngufdi dieu khien cac v;at 
hufu sinh, 6 day khong phai con ngufdi bat chuing 
phai thufc hieti y do va y chi cua ngufdi dieu khiesn. 
Day la quan ly trong sinh hoc, trong thien nhiem, . 
moi tnidng. v.v... (lai giong, ghep cay, cong nglhe 
sinh hoc v.v ...). 

Loai thti hai : Con ngiidi dieu khien cac vjat 
vo tri, vo giac de bat chung phai.thuc hien y do wa 
y chi cua ngufdi dieu khien. Day la quan ly trorng 
ky thuat (may tinh, ngufdi may, thong tin v.v...).. 

Loai thu ba : Con ngufdi dieu khien con nguffdi 
cac to ch&c cua Dang, Nha nude, to chufc kinh tte, 
van hoa xa hoi... do la quan ly xa hoi. 

31 Cac yeu to tdc dong den quan ly : 

Cac cd quan va ca nhan quan ly de quan ly 
tot cac doi ttfdng cua minh; ho phai luon qu&n 
triet 5 yeu to sau day: 

a) Yeu to xd hoi: tufc yeu to con ngufdi, yeu -to 
nay dude bieu hien: vi con. ngufdi va do con nguffdi 
la dong liic chinh cua s \i phat trien xa hoi, la m\uc 
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dfci chfnh cua quan ly Nha nude; 

Dai hoi Dang Cong san Viet Nam lan thU 
VII da chi ro: “Chien ludc kinh te - xa hoi dat con 
ngtfdi vao vi trf trung tam, giai phong .sure san 
xuit, khdi day tiem n&ng cua moi ca nhan, moi 
tap the lao dong va cua ca cong dong dan toe, 
doig vien va tao dieu kien cho moi ngudi Viet 
Nam phat huy y chi tu lac, tu cUdng, c£n kiem 
xa} dung va bao ve To quoc, ra stic lam giau cho 
mhh va cho dat nude. Ldi fch cua moi ngudi, cua 
tifr.g tap the, cua toan xa hoi g£n bo hUu cd- vdi 
nhiu, trong do ldi fch ca nhan la dong luc true 

. • AT ►*(.*») 

tiep 

Hoac qua Nghi quyet hoi nghi dai’bieu toan 
quoc giijfa nhiem ky khoa VII da viet: “Tu tUdng 
ehidao xuyen suot cac chu truong, chfnh sach cua 
Dang, Nha nude ve linh vuc van hoa, xa hm, la 
eham soc boi dudng phat huy nhan to con ngudi, 
vdi tu each vua la dong luc, vUa la muc tieu cua 
each mang ” (6> . 

b) Yen to chinh tri: Dudi sU lanh dao cua 
Dang Cong san Viet Nam, kien tri con dudng 
XHCN la sU lua chon duy nhat dung cua nUo’c ta. 


Van kien Dai hoi VII Chien Urcrc on dinh va phal Irion KT - XH 
<K*-n aSm 2000. 

Vin kien hoi nghi. Tr 4.‘> ■ 46. 
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Yeu to chfnh tri trong quan ly, doi hoi cac cong 
chtic, trifdc het la vien chiic lanh dao phai. quan 
triet tit titcfng each mang la the gidi quan Mac - 
Lenin va tit titdng Ho Chf Minh, dong thdi nhan 
thtic va thiic hien dung din van de chuyen chmh 
hien nay, noi dung cd ban cua no la chmh quyen 
thupc ve nhan dan, bao gom cong nhan, nong cian 
va tri thtic. Hoat dong quan ly phai theo ditdng loi 
cua giai clip cong nhan ma doi tien phong cua no 
la Dang Cong san Viet Nam. 

c) Yeu t6 to chtic: To chtic la khoa hoc ve su 
thiet l&p cac moi quan he gitia con ngtfdi de thuc 
hien cong viec quan ly. Do la sit sap dat mot he 
thong bo may quan ly, quy dinh chde nang, nhiem 
vu va tham quyen cho titng cd quan trong bo may 
ay. Quy dinh cac mol quan he doc ngang cua titng 
cd quan, bo" tri can bo va cac che do, chfnh sach 
can bo...la rat quan trong. Muon quan ly phai co 
to chufc, khong co to chdc khong the quan ly ditdc. 


Dang va Nha nitdc ta da chi ro mot to chtic 
ditdc sinh ra va ton tai la do nhu cau quan ly xa 
hoi, nhu cau cong viec, khong ditdc xuat phat t.u 
tinh cam rieng tuf cua mot nhom hoac ca nhan 
lanh dao nao. Mot to chtic phai co chdc nang. 
nhiem vu va quyen han ro,rang, co bien che du 
manh de thuc thi nhiem vu ... phai boat dong co 
hieu qua, mang lai ldi fch cho xa hoi, neu khong 
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nhuf vay thi khong ton tai. 

d ) Yeu to quyen uy: Quyen uy la the thong 
nhat gitia quyen luc va uy tin. Quyen luc la cong 
cu de quan ly, gom mot he thong phap luat, dieu 
le, quy che, noi quy ... duqc to chtic va hoat dong 
theo nguyen t§c tap trung dan chu. Uy tin la 
pham chat dao dure each mang, c6 kien thife, nang 
luc, biet to chtic va dieu hanh cong viec, trung 
thuc, thang th&n, song lanh manh, c6 kha nang 
doan ket moi ngifdi, gUdng mau, co tin nhiem. 
Muon quan ly phai co quyen luc nhtfng chi co 
quven luc ma khong co quyen uy thi cung khong 
quan ly dude. 

e ) Yeu to thong tin: Trong quan ly, thong tin 
la can cti de ra quyet dinh ya to chdc thuc hien 
quyet dinh co hieu qua. Khong co thong tin day 
<tu, chfnh xac va kip tho'i, thi ngtfdi quan ly khong 
quan ly dufdc. 


Nam yeu to tren, yeu to" mot va hai thuoc 
yeu to muc dich chfnh tri cua quan ly. Ba yeu to 
sau la nhfing yeu to’ bien phap, ky thuat. nghe 
thuat quan ly. 

Quan ly thUdng la nhtitng cong viec tiep theo 
cua to chdc. nham giup cho cd quan, xf .nghiep do 
tton tai va phat trien. 

De quan ly tot mot cd quan, xf nghiep, doi 
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hoi can bo quan ly phai nlm duoc nguyen tlq va 
phifdng phap quan ly chung, phai hieu biet ve 
nam yeu to tac dong tren. Ngoai ra doi hoi can bo 
quan ly phai la ngiidi co trinh do chuyen mon sau, 
la nha tam ly va nha su pham, la ngddi cong blng 
va co ltfdng tam nghe nghiep. 

Lenin noi : “Phan dau lam sao de quan ly ft 
hao phi luc ltfdng nhat, lam sao cho moi can bo 
quan ly deu la nhtfng ngtfdi co nang life, bat luan 
la chuyen gia hay cong nhan deu phai lam viec ca, 
deu phai tham gia quan ly, lam sao cho ho cam 
thay rang, neu khong tham gia quan ly la co toi” (7) 

Trong quan ly thi quan ly xa hoi la mot khai 
niem roijg, la mot he thong nhieu vanh, bao triim 
len toan bo cd cau cua cd s6 ha tang va kien true 
thtfdng tang. Nhung v&nh dai chu yeu cua quan 
ly xa hoi la: quan iy kinh te, quan ly hanh chinh, 
quan ly v&n boa ttf ttfdng, quan ly khoa hoc ky 
thuat... 

Theo quan diem cua Phrumin - chuyen gia 
Lien bang Nga cho ring: 

Thuat ngur “edeau quan ly' bieu thi mot khai 
niem hep hdn thuat ngtf “cd cau to chitc “Cd cau 
to chitc” dtfdc xem nhtf mot he thong, thi “cd cau 


t7) Lftnin b&n 16 churc quan ly kmh t£ XHCN- NXB Sa that, 1970.- 

Tr. 18. . 
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quart ly ” chi la mot phan he. Hay noi each khac 
cd the con ngtfdi la mot “cd cau to chuc thich 
hdp, thi u cOcau quart ly' chi la ket cau cua bo nao 
va he than kinh. 


Stueart R. D. chuyen gia thtf vien hoc My lai 
co quan niem ngtfdc lai, cho quan ly Ih ldn bao 
ham ca to chiic, to chitc chi la mot yeu to giup cho 
cong tac quan ly ma thoi. 


Trong tat ca cac linh vUc quan ly ngUdi ta 
chia ra hai tang quan ly: Quan ly vl mo va quan 
ly vi mo. 

- Quan ly vi mo la bo may quan ly 16n, tUdng 
dudng v6i cac nganh hoac cap bo. Nhiem vu cua 
quan ly vi mo la hoach dinh cac chu tritdng, chinh 
sach, phitdng hitdng phat trien ve mot nganh 
nghe, mot linh vuc nao do. 


- Quan ly vi mo la di vao chuyen sau va hep 
hdn quan ly vi mo. Nhiem vu cua quan ly vi mo la 
chi tiet hoa ve khoa hoc quan ly 6 cac cd quan, xi 
nghiep sao cho thu dude hieu qua cao trong lao 
dong, san xuat. 


II - Nguyen too vd phueng phap qudn ly: 

1. Nguyen tac quan ly 

La nhdng quy dinh, chi thi, phap lenh, hien 
phap yeu cau cd quan va ca nhan quan ly phai 
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thuc hien cac quy dinh do mot each nghiem tuc. 

Trong quan ly thudng van dung bon nguy«en 
tac cd ban sau day : 


a/ Nguyen tai Dang lanh duo, Nha m(d< quan ly 

Dang *Cong san Viet Nam, doi tien phomg 
cua giai cap cong nhan Viet Nam, dai bieu truing 
thanh cua giai cap cong nhan, nhan dan lao doing 
va cua ca dan toe. Theo chu nghia Mac - Lenin wa 
tu tutdng Ho Chi Minh, la luc ltfdng lanh dao Nlha 
nude va xa hoi. 


Trong he thong chfnh tri cua xa hoi ta, Damg 
Cong san la hat nhan cua he thong, la Dang cairn 
quyen, bao dam quyen lam chu cua nhan dam. 
Nhu'ng Dang khong phai la to chufc quyen hue 
chfnh tri nhu Nha nUdc, Dang lanh dao chit 
khong quan ly. 


Dang lanh dao Nha ntfdc va vach ra esac 
ducing loi, chu trUdng chfnh sach ldn, cham lo 
cong tac dao tao boi dudng can bo, bo trf can bo 
trong cac cd quan Dang vh Nha nude, kien nghii, 
gidi thieu can bo vdi cac cd quan dan cii mot each 
dan chu. 


b/ Nguyen ide tap trung dan chu. 

Dieu 6 Hien phap cua nude ta nam 1992 dta 
quyet dinh “Quoc hoi, Hoi dong Nhan dan ta<c caip 
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va cac <d quan khac cua Nha nufdc deu to chtic va 
hoat dcrtg; theo nguyen tac tap trung dan chu”. Do 
la nguxen tic cd ban nhat cua to chtic, quan ly 
Nha nfdc xa hoi chu nghia - tat ca quyen ltfc 
thuoc \e nhan dan, moi cd quan phai chiu trach 
nhiem rude dan. Thtfc chat cua nguyen tac tap 
trung can chu la ket hdp sil lanh dao tap trung 
cua Nhi nude vdi viec mcf rong quyen han, trach 
nhiem rua tufng cd quan, xi nghiep phai bao dam 
c£p didi phuc tung cap tren, dia phUdng phuc 
tung Tiung Udng. 

Njuyen tic tap trung dan chu, dUdc thUc 
hien tbSng nhat cho ca mang lufdi, cung nhu cho 
tifng th* vien. Cac thu vien trong cung mang ludi 
deu biih dang vdi nhau. Moi sang kien cai tien 
cua cac thu vien deu dUdc danh gia ngang nhau, 
deu co thung stf chi dao, lanh dao, co chung nghia 
vu, qujen Idi va trach nhiem. 

Plai kien quyet khac phuc benh tap trung 
quan leu, dong thdi khac phuc benh tut do vo to 
chiic; tai benh do deu trai vdi nguyen tac tap 
trung din chu. 


c I Nguyen tac thu trtfdng 

Dtdc the hien d cho: toan bo quyen chi dao 
cong v£c trong cd quan dUdc trao cho mot ca 
nhan -do la thu trUdng cd quan. Thu trifling dufdc 
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moi quyen hanh can thiet de dieu khien cong viec 
va phai chiu trach nhiem ve ket qua hoat dong 
cua cd quan do trudc Nha nude va phap luat. T&t 
ca can bo, nhan vien phai phuc tung lenh dieu 
hanh cua thu trUdng cd quan. 

De thUc hien dung nguyen tac nay, thu 
trUdng phai biet ket hdp quyen lanh dao cua 
minh vdi viec loi cuon dong dao cac to chdfc: Doan, 
Cong doan cung tham gia quan ly, theo tinh th^n 
tap the lanh dao, ca nhan phu trach. Co nhu vay, 
nguyen tac thu trUdng mdi phat huy dude het tac 
dung, dung vdi y nghla cua no, khong sd pham sai 
lam. 

d/ Nguyen tac kiem tra thudng xuyen kip then. 

La nguyen tac khong the thieu trong qua 
trinh quan ly. Neu can bo lanh dao chi biet giao 
nhiem vu, ma khong theo doi, kiem tra thudng 
xuyen thi rat co the se d&n tdi h^u qua dang ti£c 
rat kho sUa chiia vi da qua muon, nen phai co sU 
ki§m tra thudng xuyen, kip thdi. Yeu c&u can bp 
lanh dao quan ly phai g&n bo di sau, di sat vdi cd 
sd, co du kien thtic chuyen mon de kiem tra cong 
viec. Neu phat hien co gi sai trai, phai kip thdi 
ch5n chinh ngav. Co nhu v&y mdi khong d&n tdi 
sai him ldn. 

2. Phuerng phdp quan ly 
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La tong the cac each thtie tac dong, co hudng 
dich den ngudi lao dong va tap the san xuit nham 
dam bao phoi hop hoat dong cua ho trong qua 
trinh thuc hien nhiem vu da de ra. 

Muon quan ly mot cd quan, xf nghiep co hieu 
qua, neu chi xac dinh dung muc tieu, nhiem vu va 
nguyen tic quan ly thi chita du, ma can tim cac 
phudng phap quan ly sao cho thich hdp la toi can 
thiet. Phudng phap quan ly khac vdi nguyen tic 
quan ly d cho: nguyen tac quan ly la cac quy dinh 
bit buoc ngUdi quan ly phai thtfc hien, con 
phudng phap quan ly thi mem deo hdn, linh hoat 
hdn, no khong bit buoc, tuy dieu kien cu the cua 
tirng cd quan ma ap dung. Co thu vien ap dung 
phudng phap nay, co thu vien ap dung phudng 
phap khac, miln la co ket qua tot. 


Cac phudng phap quan ly nhu sau : 
a/ Phitong phap hdnh chinh 


La phudng phap thuc hien su hudng dan, chi 
dao trUc tiep cua cd quan quan ly cap tren doi vdi 
cap dudi. Su hudng dan chi dao nay co tinh phap 
lenh nhung van mem deo hdn nguyen tic. 

Su chi dao chung, thong nhtft cho cac thu 
vi&n la nhu vay, con moi thu vien lai dua vao dieu 
kien cu the cua minh de van dung mot each sang 
tao. Chang han su chi dao chung cho cac cd quan 
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thtf vien - thong tin trong mang ltfbi la phai lam 
viec 8 gib mot ngay va phai tang ctfbng cac bien 
phap thu hut ban doc. 


Nhtf vay khong nhat thiet tat ca cac thu: vien 
phai mb cuta tit mciy gib den may gib, ma tuy theo 
dieu kien cu the cua moi thtf vien co the s6m hdn 
hoac muon hdn. Tang ctfbng cong tac thu hut ban 
doc cung vay, co thtf vien ap dung phtfdng phap 
trtfng bay sach, co thtf vien ap dung phtfdng phap 
gibi thieu sach v.v... 


b/ Phucmg phap tdm ly gido due 

Phtfdng phap nay dtfa vao nhiing dac diem 
tarn ly xa hoi cua ngtfbi lao dong noi chung de xac 
dinh. Theo phtfdng phap nay doi hoi can bo quan 
ly phai biet tam ly, tim hieu ky ve cac thanh vien 
dtfbi quyen quan ly cua minh ve trinh do, tmh 
each, kha nang, hoan canh gia dinh, ca tinh sd 
thich v.v... Tit hieu biet do dan den ap dung bien 
phap nao cho thfch hdp: dong vien, thuyet phuc, 
tao dieu kien hoac ctfdng btfc lao dong de dat dtfdc 
hieu qua lao dong cao. Hoac giao due ho theo 
gtfdng ngtfbi tot, viec tot; lao dong la vinh quang, 
lao dong la nghla vu cua moi ngtfbi v.v... moi 
ngtfbi phai co y thtfc doi vbi lao dong ... 


c/ Phuong phap kinh te 

La phtfdng phap quan trong cua thbi kinh te 
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thi trifdng, khuyen khich moi ngiidi lam giau hdp 
phap. Ai lam nhieu htfdng nhieu, ai lam it hitcfng 
it, thufdng phat cong minh, dat quyen ldi cua ca 
nhan lam trong, vi tritdc tien lam viec do phai c6 
ldi ich cho ban than ngufdi lao dqng, ho m6i nhiet 
tinh, sau do mdi den tap the va Nha nifdc. Ttic ket 
hdp hai hoa giOa quyen ldi ca nhan v6i tap the va 
Nha nu(6c. 

Ill - M6t so khai niem ve h$ thong 

Theo quan diem cua cac nha quan ly phudng 
Tay, tieu bieu la P. Drucker, ong cho rang cac nha 
quan ly e£n phai hieu thau dao ve he thong va cac 
khai niejn lien quan den he thong, chi co nhu vay 
mdi quan ly dcfdc 

1, He thong. La tap hdp cac phan tuf theo mot 
quy lu&t nao d&y de thanh mot chinh the va nhd 
do xuat hien thuoc tinh mdi goi la "tinh troi” cua 
he thong. 

Vi du: Tinh troi cua chu nghia tit ban la 
nang suat lao dong, he thong tin hieu giao thong, 
he thong tu£n hoan mau. Cd the con ngtfd'i, mot 
nha may, mot xi nghiep, mot trufdng hoc deu la 
mot he thong, v.v... 

2, Ly thuyet he thong: La tap hdp cac bo mon 

khoa hoc de nghien cufu, giai quyet cac van de 

<) ■> ^ / 
tren quan diem toan the. Ly thuyet he thong co 

23 



doi ttfdng nghien ctiu la cac quy luat ve si i ra ddi 
va bi&n doi cua cac he thong. 

3. Phcin t£T: La te bao tao nen he thong, no c6 
tinh doc lip ttfdng doi. 

4. Moi trifdng: La tap hdp cac ph£n tii, cac 
phan he nam ngoai he thong, nhtfng lai tac dong 
len he thong, anh hurdng trite tiep den ket qua 
hoat dong cua he thong. 

•) •) o 

5. Quan didm tip the: La mot quan diem nghien 
ctiu, giai quyet van de mot each co can cti khoa 
hoc, hieu qua, hien thtfc, dua tren nhtfng quan 
diem da dtfdc tap the thtfa nhan. 

Co bon quan diem tip the sau day: 

- Vat chat co trtfdc, tinh than co sau. 

- Stf vat ton tai ntfdng ttfa lin nhau. 

- S xi vat luon van dong va bien doi. 

- Dong ltfc cua stf phat trien ben trong stf vec. 

6. Dau vao, dau ra: 

4 

Diu vao: la sii tac dong cua moi trtfdnglen he 
thong. 

£)&u ra: la phan tfng trd lai cua he thong len 
moi trtfdng. 

Trong quan ly can 6 dau vao va 4 dlu ri sau: 


- Sau d£u vao : 
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+■ Phai c6 tien 
+ Co to chtic lao dong 
+ Lao dong co tay nghe 
+ Co thong tin, thi trUdng 
+ Co thiet bi va cong nghe 
+ Co thdi cd 
- Bon dau ra : 


+ Phai tai san xuat sdc lao dong (dam bao 
cuoc song cho ngiidi lao dong). 

+ Phai hoan thanh nghia vu xa hoi. 

+ Phai tai san xuat md rong cd sd vat chat. 


+ Phai bao ve moi trUdng, moi sinh (dam 
bao ve sinh moi trtfdng, moi sinh) 

7. Hanh vi cua he thong: la tap hdp cac dau ra co 
the co cua he thong trong khoang thdi gian nao do 
ta quan sat dtfdc. 


Khong nen co cac hanh vi sau : 

- Cap ditdi khong thich lam bat lam. 

- Hieu sai y dieu hanh cua cap tren. 


- Luc bat tong tam. 

8 Muc tieu : la trang thai mong ddi can co va 
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mot khoang thdi gian nhat dinh (rauc tieu cua ke 
hoach 5 nam ), muc tieu 4 nam hoc dai hoc vw... 

9. Cd cau cua he thong: la hinh thufc cau tao hen 
trong cua he thong, bao gom su sip xep cac bo 
phan, cac phin tut trong he, cung cac moi tac 
dong, quan he qua lai gixJa chung de tao thanh he 
thong hoan chinh. 

10. Co che he thong: La phutdng thdc hoat dong 
hdp vdi quy luat cua he thong, bao gom viec tao 
thanh cd che hdp ly va cac rang buoc giuta cac bo 
ph&n, giuta cac phan tut, nhd do ca he thong hoat 
dong theo muc tieu da dinh. 


VI du: Cac tin hieu den tren dudng giao 
thong la cd che cua he thong. 

11. Trang thai cua he thong: la kha nang ket hdp 
giuta cac diu vao va dau ra cua he thong hay con 
goi la thufc trang cua he thong. 

12. Bieu khien he thong: la each cua chu the 
(cap tren) tac dong dan dat cac doi ttfdng khach 
the (cap dtfdi) theo cac quy dao dU kien den muc 
tieu da dinh. 

IV - To chtrc, quan ly co quan thu vi#n - thong tin 


/. To chitc co quan thu vien - thong tin : la mot 
phan cua to chute, van hoa. De to chute cd quan thi i 
vien - thong tin dude tot ta phai iuon bam vao noi 
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dung va yeu cau cua to oh tic quan ly van hoa. 

Nghi quyet hoi nghi lan thi 'i IV Ban chap 
hanh Trung tfdng Dang khoa VII ve mot so" nhiem 
vu van hoa, van nghe nhtfng nam trUdc m&t da 
chi ro : “Van hoa la nen tang tinh than cua xa hoi, 
ia dong luc thuc day sU phat tri§n kinh te - xa 
hoi, dong thdi la muc tieu cua chu nghia xa hoi”. 
Ngoai ra con co doan viet: “Nhiem vu trong tam 
cua van hoa, van nghe nude ta la gop phan xay 
dung con ngirdi Viet Nam ve tri tue, dao dUc tam 
hon tinh cam loi song, co nhan each tot dep, co 
ban lmh vUng vang ngang tam su nghiep doi nidi 
vi dan giau, nude manh xa hoi cong b&ng, van 
minh 


Cd quan Thu vien - thong tin la mot thiet 
che van hoa giao due va thong tin khoa hoc, dam 
bao to chiic si i dung, situ t&m, bao quan von tai 
lieu mot each hdp ly, tiet kiem va hieu qua nhat. 


V&y to chtic cd quan thu vien - thong tin la 
nh&m thiet lap mot cd cau to chUc thich hdp cho 
thu vien do ton tai va phat trien. 

Cu the to chtic - la phai xay dung mot he 
thong cac phong ban, quy dinh nhiem vu, chufc 
cua timg phong ban, dong thdi tien hanh 
tuyen chon, xep dat can bo dung kha nang chuyen 
inon. Mua s&m cac trang thiet bi thich hdp, kinh 
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te nhat. 


Ngoai r& to chute, quan ly cd quan thu vien - 
thong tin con de cap tdi cong tac thong ke, lap ke 
hoach, bao cao, kiem tra, dao tao can bo va hudng 
dan nghiep vu. 


Muon to chute mot cd quan thu vien - thong 
tin doi hoi can bo dude giao nhiem vu to chiic phai 
la ngUdi co chuyen mon sau ve thu vien - thong 
tin va phai co dau oc ve to chute va quan ly. 


/ 

Hay noi mot each khac ngan gon hdn, to 
chtic cong tac thu vien - thong tin la to chute hai 
nhom cong viec : 


Nhom 1 : cong tac ky thuat nghiep vu. • 
Nhom 2 : cong tac quan tri. 


Nhom 1 : cong tac ky thuat nghiep vu - la 
nhom thuc hien cac chute nang chu yeu cua cd 
quan thu vien - thong tin ve ky thuat nghiep vu, 
nhu bo sung, xut ly, phan loai, mo ta. S&p xep len 
gia va phyc vu ban doc. Thuc te la to chute tot ba 
chu trinh cua cd quan thu vien - thong tin: chu 
trinh dudng di cua sach, chu trinh thuc hien yeu cau 
cua ban doc v& chu trinh tra cufu. (Xem H.l) 

Nhom 2: cong tac quan tri - la de cap tdi viec: 
lap ke hoach, thong ke, bao cao, tru sd, trang 
thiet bi la nhutng cong viec khong rieng cua cd 
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SO ©6 TO chOc hoat ©Qng TRONG 
cd QUAN THl/ VI$N - TH6NG TIN 





quan thi i vien - thong tin ma nhieu cd quan 
nganh nghe khac cung rat can thiet phai lam. 


De nam ditdc cong tac to chtic thvf vien - 
thong tin ta phai nghien c\iu cac noi dung sau : 


- Quy trinh ky thuat thu vien - thong tin. 

- To chCfc lao dong khoa hoc trong thu vien 
- thong tin. 

- To chuc, phan cong lao dong hop ly. 

- To chijfc dinh mtic lao dong. 

-To chufc cong tac hanh chfnh quan tri. 

- To chtic dao tao va chi dao nghiep vu 

V V... 


2. Quan ly co quan thu vien - thong tin: 

Gom quan ly con ngUdi, quan ly von tai lieu 
va quan ly tru sd, trang thiet bi. 


- Quan ly con ngUdi thuoc quan ly xa hoi la 
loai quan ly phtic tap nhat. Doi hoi ngUdi quan ly 
phai hieu biet ky ve cac thanh vien, du6i quyen 
quan ly cua minh, ve trinh do, kha nang chuyen 
mon, ngoai ngti va hoan canh gia dinh. Tu nhtfng 
hieu biet do, dan den nhdng phan cong, dien dong 
va che do hitdng thu, dai ngo hdp ly, de ho yen 
tam vdi nghe nghiep, cong hien het kha nang cho 
cong viec. 

30 , ... 
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- Quan ly can bo la cong viec kho khan, doi 
hoi khong nhtfng ve chuyen mon ma con phai 
hieu biet tam ly va co phuong phap su pham. 


- Quan ly von tai lieu; vdi ly do kinh phi co 
han, nhung phai bo sung the nao cho dude day du 
v.a chat ludng nhat, phuc vu tot nhu cau ngitcfi 
dung tin. vong quay cua von tai lieu cao, it mat 
mat hu hong. 


Muc dich cudi cimg cua quan ly. cung la lam 
the nao phuc vu tot nhat, nhu cdu ngudi dung tin, 
b;ao quan tot von tai lieu va cac trang thiet hi, 
nih&m khong ngdng lam giam nhe site lao dong 
cho can bo thu vien - thong tin. 


E)e nam dupe npi dung cua quan ly thu vien 
- thong tin ta can nghien cdu cac noi dung sau : 

- Nhung nguyen tac va phuong phap quan ly. 

- Yeu c£tu va nhiem vu doi vdi can bo quan ly. 

- Cd cau to chuc la cd sd de quan ly. 

- Hoi dong quan ly va cap quan ly v.v... 


Vay quan ly cd quan thu vien - thong tin la 
sut chi dao, hufeJng dan, suf quan tam giup dd cua 
caic to chuc Dang, Nha nude, cac to ehtic xa hoi va 
ck\ iihan den tap the can bo, nhan vien cua co 
quian thu vien - thong tin do. 


IQI.TV 
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3. Thu vien vd Trung tdm thong tin ngdy nay ditoc 
xem nhu mot he thong mo 

Nha thu vien hoc My R.Stueart da dtfa ra mo 
hinh dudi day de the hien cau true to chtic qua n ly 
cua cac thu vien va trung tam thong tin.o 

Mo hinh gom nhieu vong tron dong tam co 
dudng kinh khac nhau. Moi vong iron chi mot cap do 
dieu hanh, trong moi vong tron lai dude :hia lam 
nhieu cung do. Cac cung do trong rung mot voi% tron 
se the hien ngang cap bac ve to chtic dim hanh 
ch&ng han cung cap phong hay cung cap to. 

Can bo quan ly dieu hanh cap cao nhat trong 
mot cd quan, dude the hien d tam cua vong tron nho 
nhat, tufc Giam doc hoac Ban giam doc cd quan do. 
Cac vong tron ke tiep sau the hien cap do khac nhau 
trong cong tac to chtic, quan ly, nghia la \ong tron 
cang gan tam diem thi cap do ve quan ly T deu hanh 
cang ldn. 

Tat ca cac loai tbit vien va trung tam thong tin. 
du ldn hay nho deu co mo hinh to chtfc, qu*n ly dua 
theo nguyen tac tren. 

Cac thu vien va trung tam thong tin 16n duc^ 
bieu hien b&ng nhieu vong tron, nhieu cun£ do. Con 
cac thu vien va trung ’tam thong tin cang nho, thi 
chng it vong tron va it cung do. 

Bieu do cau true to chiic, quan ly nhi vay se 
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ginp cho can bo cua thu vien va tiding tam thong tin 
bii't dUdc cac mdi quan he lanh dao, dieu hanh trong 
cd quan doi vdi ho. 


Nhiu vao mo hinhu ho biet ho phai tuan thu ai, 
ai dieu hanh trufe tiep, tdc ai la xep cua ho, con ho 
phai lam gi? dieu hanh ai neu co v.v.. 



C&j true mo hinh to chut, quan (y ctf quan Thirvldn - Th6ng tin 
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Ngay nay, thu vien va trung tarn thong tin dude. xerti 
nhu mot he thorig met 

Doi vdi cac thu vien truyen thong trUdc day, ta 
thudng co quan niem do la mot he thong dong, co 
nhiem vu thu th&p tai lieu, bao quan tai lieu va phuc 
vu ban doc b&ng cac tai lieu do. 


Ngay nay nhu cau cua ban doc ngay mot sau va 
da dang, de thoa man dUdc nhu cau cua ho, doi hoi 
cac cd quan thu vien - thong tin cung phai doi mbi 
dang ke trong moi hoat dong cua minh, bang viec ling 
dung cac cong nghe thong tin hien dai: may tfnh. 
mang may tinh, dich vu mang va CD-ROM. Timg 
bade xay dung thu vien dien tu (electronic library) 
thanh mot he thong mb. Thu vien la mot he thong md 
se phai thu nhan thong tin bang nhieu phiidng tien 
rat phong phu, da dang tii ben ngoai. Can bo thong 
tin - thu vien se stf dung cac cong nghe thong tin de 
xvi ly, phan tfch, tong hdp thong tin dua trd lai moi 
trUdng xa hoi thong tin, phuc vu cho cac doi ttfdng 
dung tm khac nhau. 

De lam dUdc dieu do, thu vien phai co mot so cac 
he thong phu trd (subsystem) de kip thdi xU ly, tong 
hdp tin phuc vu cho ngtfdi dung tin b xa hoi thong tin. 


Do chinh la hoat dong md cua thu vien hien dai 
trong xa hoi thong tin. 

To chtic, quail ly thu vien va trung tarn thong 
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tin hien dai hoan toah giong v6i quan ly cac cd quan 
kith te quoc dan khac. 

4. Can bo lank dao co quan thu vien - thong tin 

a/ Yen edit doi vdi can bo lanh dqo : 


Can bo lanh dao dong vai tro quan trong 
trmg to chtic, quan ly moi hoat dong cua cd quan. * 

Muon vay doi hoi can bo lanh dao cac cd 
qian thu vien - thong tin phai co nhufng pham 
chit sau: 

-Phai la ngUdi co tu each dao dtic tot, gUdng 
miu, song trung thtfc. Luon neu mot tarn gUdng 
saig cho moi ngUdi hoc tap, yeu nghe va hang say 
v6 cong viec. 

-Ve nang luc chuyen mon: can bo lanh dao 
phai la ngudi co trinh do chuyen mon cao. Co kha 
nang kiem tra va danh gia ket qua cong viec d 
moi qua trinh. Biet dude Uu nhude diem, biet tim 
cadi khlic phuc. Biet ap dung cac kinh nghiem 
mdi tien tien. 

-Can bo lanh dao phai khong ngufng nang 
cao trinh do chuyen mon va phifdng phap quan ly 
ch) ban than va doi ngu can bo nhan vien cua 
minh. 

-Can bo lanh dao phai la ngufdi "hieu biet 
tain ly, co phudng phap sU pham, biet nghe y kien 


o 
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t.ap the, biet tao dteu kien cho can bo hoan thanh 
nhiem vu. Biet ket hdp, nhiem vu truoc mat v<3i 
nhiem vu lau dai, phai dam chiu trach nhiem, sSn 
sang chuyen giao va chia se sU hieu biet. vdi ngifdi 
khac. 

b/ Dpi ngii can ho I drill clao 0 


Trong cd quan thu vien - thong tin thanh 
phan can bo lanh dao gom: giam doc, pho giam 
dob va trUdng pho cac phong ban. 

- Giam doc chiu trach nhiem chinh ve to 

* • # 

chufc, quai) ly cong viec, dong thdi giai quyet cac 
vhn de co tinh nguyen tac nhu phan bo can bo, ke 
hoach thu, chi, viet bao cao. 

-Pho giam doc phu trach chuyen mon co 
trach nhiem to chuc nghien ctiu khoa hoc ve' 
nganh, to chtic cac 16p hoc nghiep vu chuyen mon, 
la ngtfdi chiu trach nhiem chinh ve ky thuat 
chuyen mon cua cd quan do. 

^Pho giam doc phu trach hanh chinh: chiu 
trach nhiem ve tai vu, vat tu, van phong... cung 
vdi giam doc phu trach cd sd vat chat, trang thiet 
bi va tuyen chon can bo cho cd quan thtf vien- 
thong tin. • 

Doi vdi cac thu vien c5 vira va nho co ban 
Chu nhiem gom 2 ngUdi: Chu nhiem va pho Chii 
nhiem - Chu nhiem thu vien phu trach chung v$ 
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mo mat hoat dong cua thut vien, song 0. dang hep 
hdj (hoac co ndi goi la TrUdng thu vien va pho 
Tri'o'ng thu vien). 

Pho chu nhiem phu trach cong tac quan 
ching va cong tac phong trao. 

Ngoai ra con cac trudng, pho phong chiu 
tra:h nhiem ve phong do minh quan ly, dtfdi su 
larh dao cua ban Giam doc ho5c ban Chu nhiem 
thi vien. 

5. Hoi dong quan ly va cap quan ly thu vien - 
thcng tin 

a/ Hoi dong quan fy thu vien - thong tin. 

Hoi dong quan ly thu vien - thong tin la mot 
taj the can bo lanh dao thu vien. La nhOng ngufdi 
da: dien cho quyen ldi va yeu cau chinh dang cua 
bai doc. Hoi dong thu vien con nghien cuu ke 
hoich, kiem tra viec thuc hien ke hoach, giup dd, 
tac dieu kien de thu vien hoan thanh nhiem vu. 
Ha dong thu vien - thong tin do tap the can bo cd 
quin do va ban doc bau ra hang nam. 

Hoi dong cd quan thu vien - thong tin nhat 
thiet phai dude thanh lap b cac loai hinh thu vien 
khic nhau tU trung Udng den dia phUdng 

Hoi dong cua cac loai hinh thif vien - thong 
tin khac nhau. chung co nhting cd cau, nhiem vu, 
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chOfc nang khac nhau. 

Vi du:. 'Hoi dong thit vien Nha nude la to 
chtic tu van do Bo Van hoa - Thong tin thanh lap 
va chu tri bao gom : 

1/ Dai dien cac bo, uv ban Nha nude va cac 
nganh co thu vien hoat dong. 


21 Dai dien cac thu vien trung Udng dhu nganh. 

* Hoi dong thu vien Nha nu:6c co nhiem vu: 

a - Lam tham muu cho chinh phu, in thao 
phUo’ng hudng, ke hoach phat trien sU nghiep thu 
vien trong ca nude, du thao cac chinh sach che do 
ve cong tac thu vien. 


b - Nghien cdu cac van de btic thiet cua 
nganh, de xuat bien phap giai quyet. 

c - Xet duyet quy tac, tieu chuan, dpb mtfc 
ve nghiep vu. 


Tham gia hoi dong thu vien cua cac tiU vien 
nhat thiet phai co giam doc, pho giam doc, trudng 
cac phong ban va ban doc tich cue. 


Hoi dong thu vi$n cac trUdng dai h<c nhat 
thiet phai co hieu trudng hoac hieu pho v& cac 
giao sit, tien si d&u nganh tham gia. 


Do! vdi cac thu vien khoa hoc idn, hu dong 
khoang n&m mUdi ngudi cac thu vien phe thong 
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khoang mUdi ngUdi. 

Hpi dong cac thu vien thieu nhi dude bau 
tirong cac ky hop md rong, co ca phu huynh hoc 
siinh v:i dai bieu cua cac to chdc; phu nU, thanh 
nuien, cing doan. Hoi dong nen co day du dai dien 
ctua cac to chtic nay tham gia. 

Nhiem vu chinh cua hoi dong 1& theo doi nhu 
c;au cua ban doc va viec phuc vu ban doc. Kip thdi 
p;han ?.nh cho ban giam doc thu vien nhtfng yeu 
cdu kien nghi xac dang cua ban doc de ho dude 
p<huc vu ngay mot tot hdn. Mat khac theo doi viec 
tlhUc h en ke hoach cua thu vien, giup dd thu vien 
vce vat chat, kinh phi va nhung kho khan khac 
nieu co the dude. 

C nude ta vi&c thanh lap hoi dong d cac thu 
v:ien data dude chu y dung mdc. H&u het la cac 
tlhu vien chua thanh lap hoi dong hoac co cung 
clhua toat dong dung nghia cua no. Do vay cac 
tlhu vien hau nhu chua thoa man nhu c&u ban 
dtoc. Cii co khi nao hoi dong thu vien hoat dong 
tot m6 mong nang cao hieu qua phuc vu ban doc 
ciua tht vien. 

r 

>) Cup qudn ly thuvien: 

]Vang ludi thu vien b nude ta dude to chtic 
rcoiig trong ca nude, theo dia du lanh tho, 
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theo cac bo, cac nganh va cac to chute xa hoi. 

De thong nhat va phan cap quan ly thit vien, 
trong phap lenh ve thu vien, dude Chu tich Quoc 

hoi Nong Ddc Manh ky duyet thang 12/2000 co 

% 

quy dinh: 

- Chinh phu thong nhat quan ly sU nghiep 
thu vien trong ca nude, ban hanh cac chinh sach, 
che do ve cong tac thu vien. 

- Chinh phu ban hanh hoac uy nhiem cho Bo 
Van hoa - Thong tin ban hanh cac quyet dinh, chi 
thi, thong tu, quy che, to chtic hoat dong cua cac 
thu vien, xay dung cac quy hoach va ke hoach dao 
tao vien ,chdc thu vien, quy dinh nhutng tieu 
chuan, dinh mdc ve ky thuat nghiep vu. 


- Chinh phu giao cho Bo Van hoa - Thong 

tin, cd quan quan ly Nha nude ve cong tac thu 

vien, lam nhiem vu thanh tra thu vien trong 

pham vi ca nude, kiem tra vi$c thuc hien cac van 

ban cua Nha nude da ban hanh ve thu vien. Bo 

* * 


Van hoa - Thong tin dUdc quyen yeu cau cac cd 
quan Nha nude , cac to chdc xa hoi, to chtic kinh 


te, to chtic ton giao co thu vidn phai cun£ cap 


thong tin ve thu vien minh de Bo Van hoa - 
Thong tin tong- hdp tu van cho Chinh phu ve 
chinh sach quoc gia phat trien sti nghiep thu vien 


Cd quan Van hoa thong tin cac cap co nhiem vu 
quan ly Nha nude cac thu vien tren dia ban. 


40 



• - Cac Bo, Uy ban Nha nUdc, cac nganh, car 
to ddc xa hoi, ay ban nhan dan cac cap co trach 
nhiem kiem tra va thanh tra chc thu vien trong 
phan vi minh quail ly. 


? -y 

- Cci quan Nha midc, to chbc xa hoi, to chdc 

„ .o’ 

kinl te, to chtic ton giao khi thanh lap thu vien 
pha lam thu tuc dang ky tai cd quan van hoa 
thoig tin ciing cap.. 


6. Doi tu&ng, muc tieu , nhiem vu cua mon: Quart 
ly the vien - thong tin. 

Bat c\i mon hoc nao cung co doi tUdng 
ngh.eri cdu cua no, neu khong co doi tUdng nghien 
c\ jfu. thi chua h&n la mot mon khoa hoc. 

o 

Vay doi tUdng nghien ctiu la bgn chat su vat 
hiac hien tUdng can dude xem xet va lam ro 

. i« 

trong nhiem vu nghien cdu. Vi du: Doi tUdng 
nghien ctfu cua triet hoc la cac quy lu&t pho 
quat cua sU vat. * 

Doi tUdng nghien ctfu khac vdi khach the 
nghien ciiu va khac vdi doi tudng khao sat. 

- Khach the nghien cdu la he thong su vat 
ton tai khach quan trong cac moi lien he ma 
ngubi nghien ciiu can kham pha, la vat mang 
doi ttfdng nghien ctfu. Khach the nghien ctiu, 
chfnh ndi chda dung nhtfng cau hoi 1 ma 
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V 

ngUdi nghien cutu can tim cau tra ldi. 

- Doi tUdng khao sat la mot bo phan du dai 
dien chufa khach the nghien ctiu, dUdc ngtfdi 
nghien ctiu luta chon de xem xet. Khong bao gid 
ngudi nghien cufu co th4 du quy thdi gian va 
kinh phi de khao sat tren toan bo khach the. 

Doi tUdng nghien ctiu cua quan ly cong tac 
thu vien - thong tin la nghien cutu viec hinh 
thanh, phat trien va to chute hoat dong cua cd 
quan thut vien - thong tin nhu mot bo phan ciia 

mot he thong thong nhat phuc vu nhu cau 

• • 

ngudi dung tin, sao cho phu hdp tinh hinh phat 
trien kinh te - van hoa cua dat nUdc. 

- Nhiem vu mon hoc: 

Nhara cung cap cho sinh vien nhiing tri thtic 
toi thieu, can thiet nhat ve to chute, quan ly cd 
quan thu vien - thong tin. 

Nhlm giup sinh vien nam dUdc nguyen ly cd 
ban ve to chute lao dong khoa hoc trong thu vien - 
thong tin, ve nguyen tac, phudng phap quan ly va 
ve yeu clu cd ban doi vdi can bo lanh dao quan ly 
cd quan thu vien - thong tin. Ngoai ra qua mon 
hoc con giup hoc vien nlm dude mot so" cong viec 
chung thuoc hanh chmh quan tri nhu: thong ke, 
dinh mute, l&p ke hoach viet bao cao, cong tac 
thanh tra, cong tac dao tao va hudng din nghi6p . 
vu. 


42 



Chucrng //: 


ro chiic lao d0ng 

TRONG CO QUAN THU VIEN - THONG TIN 


I - Cac chu trinh chinh trong thu vien - thong tin. 

1. Quy trinhy chu tnnh> qua trinh va thao tdc thu 

vien 

a) Quy tnnh ky thuat (hu vien - thong tin: la 
toar bo coag viec thuoc ky thuat nghiep vu trong 
thu vien - thong tin. Chung chiem dai da so thdi 
giar, cong siic cua can bo thu vien. Quv trinh nay 
gon ba chu trinh chinh cua cd quan thu vien - 
thong tin do la: 

- Chu trinh difdng di cue sach. 

- Chu trinh thuc hien yeu cau cua ban doc. 

- Chu trinh tra ciiu. 


h) Chu trinh thu vien - thorn* tin: la mot chu 

- « • • 

trinh bao gom nhieu qua trinh co moi iien he chat 
che v6i nhau. co cung chung *mot rauc dich. mot. 
nhiem vu, dtfdc tien hanh lap di lap lai nhieu l&n 
v6i moi doi ttfdng nidi. 

c) Qua trinh thu vien - thong tin: la mot phan 
cua chu trinh thvt vien - thong tin, moi qua trinh 
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thufc hien mot, cong doan nhat dinh nao do cua 
chvi trinh. 

Vi du: Phong phan loai, phong mo ta, moi 

phong nay la mot qua trinh nam trong chu trinh 

dUdng di cua sach, phong phan loai thuc hen 

nhiem vu phan loai, phong mo ta thufc hien nhiem 

vu mo ta tai lieu. 

« * 

d) Thao tdc thu vien: Moi qua thinh thu vien 
lai dude chia nho thanh cac thao tac thu vien. Vay 
thao tac thu vien la mot ph&n cua qua trinh thu 
vien, thuc hien cong viec cu the nao do trong qua 
trinh, thudng chi mot ngUdi lam. 

Ch&ng han phong phan loai, de tien hanh 
phan loai dude mot cuon sach, ho phai thuc hien 
cac thao tac sau: doc ldi noi dau, doc ldi gidi thieu, 
xem muc luc cua sach, xem lai khung phan loai 
v.v... 


2. Cac chu trinh chtnh trong thu vien-thong tin: 

a) Chu trinh ducmg di cua such: la not chu 
trinh mo ta lai dudng di cua sach tit khi dufdc bo 
sung vao thu vien cho den khi dUdc xep lei gia de 
phuc. vu ban doc, sach do da phai qua cac cong 
doan xU ly nao ? 

Xem sd do sau: Hinh 2 - tr, 45 
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Chu trinh difdnq di cua sach 





























h) Chu trinh thuc hien \eu cau cua ban doc: la 

* • * • ■ 

mot chu trinh mo ta lai dtfdng di cua mot to ptieu 
yeu cau, tit khi diia vao cho thu thir den khi tra 
ldi dufdc ban doc, chung phai qua cac cong doac xii 
ly, turn kiem nao ? ( Xem sO dd 3 - tr.47). 


c) Chu trinh tra ctfu: Cung la chu trinh thuc 
hien yeu cau cua ban doc, song khac 0 cho yeu cau 
cua ban doc, luc nay khong phai la mot tai keu, 
mot cuon sach cu the nao do da ro cac yeu to" xuat 
ban, ma thutfng la cac cau hoi, cac van de, doi hoi 
can bo thif vien - thong tin phai doc, tra ctiu, soan 
thao mdi tra ldi dupe, ta goi la chu trinh tra cdu 
(So do 3, t.r.47). 


II - Hoan thien chu trinh thu vien - thong tin 


LMuc dich cua vice hoan thien chu trinh: 


Hoan thien chu trinh la mot cong viec can 
thiet, phai dupe tien hanh cang sdm cang tot. va 


phai lam deu dan thifbng xuyen. Qua thtic te ta 
thay khoang 60 - 65% so thdi gian can bo sit dang 
vao cong viec ky thuat nghiep vu thu vien - thong 
tin. Song xet cho cung thi do chua phai U nhiem 
vu chmh cua can bo thif vien - thong tin ma do 
chi la cac khau ky thuat bo trd cho nhiem vu 


chmh ma thoi. 


Nhiem vu chmh cua can bo thu vien * thong 
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Chu trinh thi/c hien yeu cau cua ban doc va chu trinh tra cifu 


























tin la lam thoa man yeu cau cua ban doc va ngUdi 
dung tin, ngay mot nhanh, chmh xac, kip thdi. 

De hoan thien chu trinh mot each khoa hoc, 
chfnh xac. ta phai dUa vao cac chu trinh, nghien 
ctiu, xem xet cac cong viec ty my, vun vat nhtf vay 
da that stf can thiet chtfa? Neu bo di co dvfdc 

• a • 

khong ? Hoac sat nhap lai vdi nhau, hoac diia qua 
trinh nao len trtfdc, qua trinh nao xuong' sau la 
hop ly hdn. 


Vdi muc dich giam difdc thdi gian chi phi, 
mat mat khong can thiet, tranh lap di lap lai, tao 
dtfdc ditdng.di ngan nhat, nghla la lam sao de rut 
ngan thdi gian cua moi chu trinh. 

2. Nhitng nguyen tac hoan thien chu trinh: 

Hoan thien chu trinh la cong viec can thiet, 
song cac thao tac va qua trinh ky thuat cung 
khong the thieu dUdc. Vi thieu no khong sao co 
the tim kiem noi tai lieu va cung khong phan biet 
dUdc tai lieu do cua thu vien hay ciia hang sach. 
Do do can phai song song tien hanh ca hai cong 
viec noi tren, sao cho chung hoan toan phu hdp 
vdi nhau, tac dong thuc day lan nhau vdi cung 
chung mot muc dich, mot nhiem vu la thoa man 
nhu cau ban doc ngay mot cao, bao quan tot von 
tai lieu, trang. thiet bi va khong ngiing giam nhe 
sijfc Iao dong cho can bo thii vien. 
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Muon lam tot difdc cac dieu noi tren, trong 
qua trinh hoan thien chu trinh ta phai dua tren 
cac nguyen tac sau: 

a) Nguyen ten toi uu: 

La nguyen tac bao dam thong nhat, chat che 
toan be co can cua chu trinh sao cho that hdp ly. 
khoa hoc, sao cho moi qua trinh, rooi thao tac 
dtfdc lua chon phai ditqc sap xep theo mot trat tit 
tot nhat. Chung bat buoc phai dude thuc hien, 
neu thieu chung khong the .tien hanh difdc cac 
qua trinh sau. khong co qua trinh thu’a hpac 
thieu. 

b) Nguyen tac chink \etc, can ke: 

[..a mot nguyen tac. co anh hudng ldn den toe 
do nhanh. chain cua chu trinh. Nguyen tac nav. 
doi hoi cac qua trinh, cac thao tac phai dude thito 
hien theo mot difdng gan nhat, khong bi gian 
doan d khau nao, chung chi diidc diln ra mot lan. 
khong lap lai lan thti hai va khong ditdc de tai 
lieu qua lau o mot khau nao do raa khong xtf \f. 
Doi hoi phai tien hanh nhanh gon, tufng thao tac, 
tifng qua trinh, de khoi mat thdi gian chd do'i. 

c) Nguyen tac deu dan nhip nhdng: 

La nguyen tac dam bao cho cong viec cua 
can bo thit vien - thong tin ci cac mua deu nhau. 
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Khong de tinh trang luc qua ban rdn, luc chlng co 
viec lam. Day cung i& nguyen t&c d&c thh cua'cd 
quan thtf vien - thong tin, bbi vi cong viec d day 
tUdng doi bi dong, phu thuoc vao ban doc va ngUdi 
dung tin, ta khong biet khi nao ban doc den. De 
lam tot nguyen tac nay. ta phai co sit nghien cufu 
tong the: doi tUdng phuc vu chinh cua cd quan thu 
vien - thong tin la ai ? Nghe nghiep cua ho ? Tu 
do ta co the du doan tUdng doi chinh xac, khi nao 
ban doc nhieu, khi nao ft ban doc, cung tu do can 

i 

bo quan ly lap ke hoach, phan cong cong viec mdi 
hdp ly. Vf du: Thu vien .trUdng hoc thudng vao 
dau nSm va mua thi la dong ban doc, thu vien cac 
tinh san xuat nong nghiep, thudng ngay mua lai 
ft ban doc hdn cac thang nhan roi. 


De ap dung cac nguyen tac tr£n, vao qua 
trinh hoan thien chu trinh d cd quan nhnh sao 
cho khoa hoc, hdp ly, con phu thuoc nhieu vao 
dieu kien thuan ldi, kho khan cua yeu to khach 
quan va chu quan. 


-Yeu to" khach quan 6 day la, thu vien dude 
su quan tam, giup do, tao dieu kien cua cap tren 
ma no phu thuoc nhu the nao ? . 

-Yeu to" chu quan la, phu thuoc ban than 
thu vien do, co du dien tfch cac phong ban, co du 
dpi ngu can bo va trang thiet bi khong ? 
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3. Cdc bien phdp hodn thien chu trinh: 
a) Xu ly such tap trung: 

La mot trong nhtifng van de dang dufdc cac 
nha thu vien hoc quan tarn, nghien chu, da dude 
coi la mot sang kien hay co ldi, giam dude she lao 
dong, k£t qua lai chinh xac hdn. 

Xii ly tai lieu tap trung giup can bo khoi 
nhtfng cong viec ddn dieu, buon J te nhu ghi ky 
hieu, danh chi so, mo ta, phan loai tai lieu, v.v... 


Hien nay xu ly each tap trung, dUdc ap dung 
3 rat nhieu ntfcic tren the gidi, co ndi lay thu vien 
trung tam, trung Udng, co ndi lay cd quan phan 
phoi sach hoac nha in lam ndi xii ly tap trung. Xii 
ly tap trung ho lam nhftng cong viec sau: Phan 
loai tai lieu, danh chi so, mo ta, sau do in phich 
kem theo tai lieu do. Cd quan nao mua tai lieu, da 
co san phich in, chi viec sao them cac phich theo 
nhu cau cua cd quan do. 

Phuong phap nay ngoai nhufng Uu diem cd 
ban nhu da noi d tren, co.n mot vai ton tai sau : 

T&i lieu vao thu vien tu* nhieu nguon khac 
nhau, co cuon mdi xuat ban ldn dau, go cuon tai 
ban nhieu l&n, co cuon thu vien da co, co cuon thtf 
vi£n chua co; nen viec xu ly tap trung, thtfcfng xay 
ra luc thfta phich, luc thieu phich, luc co sach 
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chua co phfch v.v... 


0 nude ta thdi gian trude, viec xu ly sach tap 
trung cho he thong thu vien cong cong, thuo»c bo 
Van hoa, dude giao cho Thu vien Quoc gia dam 
nhiem, phuc vu cho cac thu vien phia Bac Thu 
vien Khoa hoc tong hdp thanh pho' Ho Chi Minh, 
xU ly sach tap trung cho cac thu vien tinh phia 
Nam. Thu vien thanh pho' Ha Noi, xii ly sach tap 
trung cho cac thu vien quan va cac thu vien 
huyen ngoai thanh. 


V£n de nay, thdi gian d&u, vao cuoi nhting 
nam 70 va dau jihtfng nam 80, Thu vien Quoc gia 
da xu ly tap trung tudng doi deu dan tren cac 
phich chuan (mua ve dung dude ngay), nhung co 
cham nhieu so vdi sach, de tranh nhUdc diem 
tren, Thu vien Quoc gia cai tien, xd ly sach tap 
trung tren cac td phich giay thudng, cac thu vien 
mua, hoac nhan mlu do ve sao lai sang td phich 
chu^n, ket qua co nhanh hdn trade. Den nay cong 
viec nay dude chuyen lai cho thu vien cac tinh 
dam nhiem, xii ly tap trung sach cho cac thu vieai 
quan, huyen true thuoc. 


b) Co gidi hod , tifddng hoa thu vien - (hong Urn. 

Trong dieu kien khoa hoc ky thuat phait 
trien nhu vu bao, nhiit la vao nia cuoi cua the ky 
XX, vdi su phat trien va gia tang dang ke, ea<c 
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phudng tien ky thuat: in, sao chup, da dan den sif 
bung no thong tin het stic manh me. Daly cd quan 
thu vien - thong tin vk luu trOf, den chd het stic 
kho khan, tudng chCmg khong vucft qua noi, bdi 
cac tai lieu, cac xuat ban pham va cac vat mang 
tin khac, ngay mot gia tang dang ke. Cac cd quan 
khong co du kinh phi de bo sung day du, khong xU 
ly kip va lai cang khong the tim kiem cac thong 
tin can thiet dude nhanh chong, chfnh xac, trong 
ca rutng tai lieu bat ngan nhu vay. Theo thong ke 
cho thay, neu cut vdi lao dong thu cong nhu trudc, 
thi moi nude phai tuven mot ntfa so" dan cua nude 
minh lam cong tac thif vien - thong tin hoa may 
mdi kip va khong bi Cm tac. Nhufng thUc te dieu do 
la khong the co dude. 


De viidt qua nhiing kho khan tren, hoan 
thanh tot chute nang, nhiem vu cua cd quan thu 
vien - thong tin, la phuc vu tot nhu cau ngUdi 
dhng tin, bao quan tot von tki lieu va trang thiet 
hi, khong con each nao khac la phai ap dung cac 
phuong tien ky thuat hien dai nhat vao xii ly, bao 
qiuan va tim kiem thong tin. 


Cac phuong tien ky thuat hien dai, da va 
dang dutdc sut dung trong cong tac thu vien - 
thdng tin, that da dang va ; phong phu de tien cho 
vuec day va hoc, ta co the chia chung thanh 5 
nhom chinh sau : 
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Nhom 1 : Cac phiidng tien in, sao chdp tai 
lieu. Ky thuat in gom: in Tipo, in Roneo, in offset, 
in Helio hoac con chia ra ba loai sau: in ban loi, in 
ban lom va in ban phang. 

- Ky thuat sao chup gom: Sao chup kieu 
selen tinh dien, sao chup kieu trong quay selen va 
photocopy ... 

Nhom 2: Cac phitdng tien van chuyen va 
thong tin lien lac gom : 

+ Phttdng tien v$n chuye'n sach, tai lieu va 
phieu yeu cau: thang may, xe day, bang :huyen, 
dufdng ong nen khx. 


+ Phifdng tien lien lac: 'dien thoii, fax, 
teletip, dien thoai truyen hinh v.v... 

Nhom 3: Cac phufdng tien ky thu'a: nghe, 
nhin gom : 1 


+ Phufdng tien ky thuat den chiei: may 

j 

chieu phim, may doc microphim, tivi, video.. 

+ Phufdng tien ghi va phat lai am: nay ghi 
am, dia hat, video.. 

Nhom 4: Phudng tien cd gidi hoa nhb trong 
viec lUu giuf, bao quan va tim kiem thong tia. 


+ PhUdng tien ccf gidi hoa nho: cac loa phiiu 

16: phieu IS mep; phieu lo ranh va phieu 16 s>i. 


> 
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+ Phudng tien suta chGa v& bao quan: may 
hut bui, chong am, may dong xen sach, tai lieu, tu 
chan khong, buong hoi phoocmilin. 

Nhom 5: Phudng tien tim tin va luu truf tin 
hiea dai: 

+ May tfnh dien tii, may vi tinh. Cd sd dG 
lieu, ngan hang duf lieu, dia CD-ROM va cac 
mang thong tin. 


Ill - To chCrc lao dong khoa hoc 
trong thu vien - thong tin. 

L Khdi quat ve to chuc lao dong khoa hoc trong 
thu vien - thong tin 


To chute lao dong trong thu vien - thong tin 
xu£t hien rat s6m. Ngay tut khi hinh thanh nhflng 
thu vien d&u tien tren the gidi, hay noi mot each 
khac, xuat hien thu vien, dong thdi vdi xuat hien 
to chute lao dong trong thu vien. Con to chute lao 
dong khoa hoc, trong cd quan thu vien - thong tin 

w 

thi xuat hien sau. Trong qua trinh to chute lao 
dong, ho rut dude kinh nghiem, thay to chute nhu 
vay la chua hdp ly, chua khoa hoc, c&n phai to 
chute lai. Khi ay xuat hien to chute lao dong khoa 
hoc. 


Vi du ; To chute kho sach, luc d&u chua co 
kinh nghiem, quyen nao mua trUdc, xep.trUdc, 
cudn nao mua sau, xep sau. Dan dan qua thuc te, 
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ho thay sap xep nhtf vay chila thuan ldi, co the 
xep theo kho cho dep va tiet kiem cho, hoac co the 
xep theo phan loai de tien cho ban doc khi nghien 
cCtu. Til nhung each to chtic mdi dtfa tren nhiing 
each to chute cu, kem hieu qua hdn, ta goi la 
nhtifng sang kien de dan tdi to ch,tic lao dong khoa 
hoc. 


- Thtfc chat cua to chiic lao dong khoa hoc, la 

*} 7 * 

thuc day viec hoan thien cong tac to chile, tren cd 
set phan tich hdp ly, di til nguyen tac da lam tot 
roi, co the lam tot hdn. 


- To chile lao dong khoa hoc, giup ta do mat 
mat thdi gian vo l'ch; ve chuyen khong gon gang, 
t-o chifc thieu khoa hoc, chila co ke hoach, phhn 
chia chile nang gida cac phong ban va gitfa cac 
thanh vien chtfa sat thtfc te. 

- Muc dfch cua to chile lao dong khoa hoc noi 

chung va trong cd quan thu vien - thong tin noi 

rieng la nham dat hieu su&'t lao dong cao vdi viec 

chi phi, tieu hao silc luc it, thdi gian it va phildng 

tien it. 

» 


- To chute lao dong khoa hoc trong thtf vien - 

thong tin, dieu do trildc het la to chtfc lao dong 

khoa hoc cho ban doc. Se khong co mot bien phap 
, % 

nao, cua mot nha nghien cdu n&o, dude chd'p 
nhan, du no tiet kiem va giam nhe site lao dong 
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cho can bo thti vien den dau chang ntia, neu no di 
ngtidc lai Idi fch cua ngtfdi dung tin, bat ho tieu 
phf thdi gian, stic itfc, khong hdp ly, thi cung 
khong dtfdc chap nhan la mot sang kien khoa hoc. 

Tii nhting tieu chuan dac thu cua nganh thu 
vien - thong tin, ta co the rut ra ket luan sau: 

To clitic lao dong khoa hoc trong thu vien - 
thong tin, dtidc coi la khoa hoc, no phai dat dude 
ba yeu cau sau day 

a/ Nh&m nang cao trinh do phuc vu ban doc 
va ngtidi dung tin, ngay mot nhanh. kip thdi va 
thoa man yeu cau cua ho. 


b/ Nham bao quan tot von tai lieu va trang 
thiet bi, cua cd quan thu vien - thong tin. 


d NMm khong ngting cai tien lam giam nhe 
stic lao dong, cho can bo thu vien - thong tin. 

Vav to chtic lao dong khoa hoc trong co quan 
thu vien - thong tin, ia su tong hdp cac phtfdng 
phap : to chtic, su pham, ky thuat, ve sinh va cac 
phuo'ng phap khac, vdi rauc dich lam tot hdn ntia 
cong tac phuc vu ngxidi dung tin, giam nhe stic lao 
dong cho can bo thu vien - thong tin, dong thdi 
ba<o quan tot von tai lieu va trang thiet bi trong 
thti vien - thong tin. 

» 

Theo quan diem ftidi hien nay, ho cho rang : 
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to chCfc lao dong dUdc coi la khoa hoc, no phai dua 
trerr nhufng thanh tdu cua khoa hoc va kinh 
nghiem tien tien, dtfdc thifdng xuyen ap dung 
trong lao dong san xuat., quan ly, mang lai hieu 
qua cao. 

4 

To chdc lao dong khoa hoc, co y nghla va tam 
quan trong to Idn, trong moi nganh nghe, moi linh 
vtfc. To chute lao dong khoa hoc, da trd thanh 
trong tam chu y cua cac vi lanh tu tren toan the 
gi6i. ‘ 


Lenin noi rang: “Chi co to chtic lao dong 
khoa hoc, mcfi la mot to chdc lao dong hop iy nhat, 
tien tien rihat, phu hdp vdi thdi dai mdi - thdi dai 
cua nhting thanh tUu khoa hoc hien dai ”. (8) * 


NgUdi con viet “Hoan thien to chile lao dong, 
doi hoi phai mot thdi gian dai, co the tdi hang 
chuc nam Ngtfdi keli goi: “Phai hoc nufa' va hoc 
mai, hoc d trUdng to chtfc lao dong cao cap, ch tt 
khong phai hoc d trtfdng lao dong pho thong ” (8) . 


Trong tac ph^m “Dtfdi la cd ve vang cua 
Dang dong chi Le Duan da viet: “Trong tihh 
hinh kinh te trtfdc mat, viec nang cao nang suat 
lao dong xa hoi, doi hoi phai tap trung hang loalt 


|K L6nin to&n t$pT.45 ti€;ng Nga tr.397 


<9) L£nin to&n tap T.45 tifcng Nga. tr.397. 
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bien phap quan trong nhit: to chdc lao dong mot 
each khoa hoc hop ly, $U dung lao dong mot each 
chat che. nang cao trinh do lanh ngh£ cua ngtfdi 
lao dong, xac dinh dung d&n phitdng hudng san 
xuat, phufdng hudng phan bo" lao dong, cai tien 
quan ly, tang cudng cong tac tuf tirclng, cong tac to 
chu'c ddi song, de moi ngudi hang hai lao dong bao 
dam ky luat lao dong “ tam gid vang ngoc tuy 
nhien viec cai tien cong cu lao dong, van la cd ban 
nhat wt>) . 


2. Nhung khuynh hu&ng cua to chuc lao dong 
khoa hoc trong thu vien - thong tin . 

a) To chuc moi truong va then kien idm viec. 

To ch \ic tot moi trtfdng va dieu kien lam 

i • 

viec, la mot trong nhting khuvnh hudng chmh cua 
to chuc lao dong khoa hoc. Vi thanh tick lao dong, 
cua -can bo. nhan vien, phu thuoc kha nhieu vao 
moi trUo'ng va dieu kien xung quanh no’i ho lam 
viec.. 


■> , 

Chang han, ndi lam viec thoang mat, sach 
se, amh hudng tot den sdc khoe can bo va ban doc, 
khi :sdc bhoe tot, khong met moi, ho trd nen hdng 
say cong viec, dan den ket qua lao dong cao. 


\ 4 Doan .. Ducfi la co ve vang cua Dang. Vi doc Up tir do vi chu 
nghufc xa hoi lien l£n gianh ihiing lea mai ... H “ Sirihal " 1970.- ii. 
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Dieu kien lam viec 6 day, la noi tdi cac tien 
nghi. phifdng tien lam viec nhtf: ban ghe, tu, va.n 
phong pham, may tmh va cac phtfdng tien khac 
can cho cong vxec. Ngoai ra, nhiet do ndi lam viec 
ding het stic quan trong. 


Qua thong ke cho thay, chi rieng viec giam 
tieng on, trong lao dong san xuat, da co the lann 
tang nang suat lao dong tuf 5 den 10 %. Nhiet dto 


ndi lao dong thich hdp 18° den 20°, anh sang phiu 
hop, co the tang nang suat lao dong 10%. 


b) Phan cong lao dong. 

Day cung la mot khuynh hudng cua ti <ch&c 
lao dong khoa hoc, nh3m nang cao nang si a it la<o 
dong bang viec dieu hanh, phan cong con 5 r viec;, 
hdp ly, khoa hoc. 

Phan cong lao dong, co 2 loai sau : 

+ Loai mot : Can bo lanh dao, quan 1$ p>ham 
cong cong viec cho cac thanh vien do minhqiuam 

ly. ’ • 

Theo loai nay, yeu can giam doc host chui 
nhiem cd quan tha vien - thong tin, ho;c cac: 
trUdng phong, phai lap ke hoach cho ca cd .]iuan,. 
hoac cho phong ma ho phu trach. T it do, gian doc: 
phan chia cong viec cho cac phong ban. Gm bo> 
lanh dao cac phong ban lai nhan nhiem vi <cua 
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phong, chia cho cac to ho&c titng thanh vien, lam 
sao cho hop ly, khoa hoc, phu hdp vdi trinh do, 
kha nang, cua moi ngudi, co nhu vay mdi nang 
cao dude hieu suat lao dong. 

+ Loai hai: tung can bo, nhan vien cua cd 
quan, cua cac phong ban, dUa vao khoi luong cong 
viec dude phan, tu lap ke hoach hang ngay, hang 
thang va hang quy cho ban than: Klii nao- lam gi? 
d dau? ket qua cu th£ hang ngay? sau khi lam deu 
dude ghi lai cu the. 


Vi du : mot thu vien dai chung cd nho b Lien 
Xo cu, co 3 can bo. De cho cong vi.ec dude on dinh, 
phuc vu ban doc dude nhieu gib hdn, ho da phan 
chia thanh ba phan cong viec : 


- Cong tac ky thuat gom: nhan sach va tai 
lieu midi, vao so dang ky. phan loai, mo ta. 


- Cong tac hanh chinh quan tri gom: bo sung 
tai lieu, mua sam trang thiet bi, thong ke, lap ke 
hoac.h. viet bao cao. 


- Cong tac phuc vu ban doc : Cho mildn sach, 
bao, tai phong doc, phong mildn, s&p xep lai kho. 

Khi phan cong cong viec cho can bo trong 
thu ^vien, khong phai chia deu cong viec cho cac 
tlhdtkh vien, ma cdn phan chia dua vao chile nang, 
nh.ietn vu. chUc danh, cua moi can bo. Nhu' cong 
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tac hanh chmh quan tri, doi vdi can bo l&nh dao 
can nhieu hdn thu thu. Ngudc lai, cong tac phuc 
vu ban doc doi vcfi thu thu, can nhieu hdn doi vdi 
can bo ianh dao. Khong nhat thiet phai cung di, 
cung ve mot luc. 

Du6i day la bang phan cong cong viec trong 
ngay cua ho : (Xem hinh 4) 

Cac thu vien dai chung c6 nho d Viet Nam 
nhu, thu vien quan, huyen cung thudng bien che 
hai, ba can bo. Khoi ludng va tmh chat cong viec 
cung tUdng tu nhu cua nude ban. Song gid lam 
viec trong ngay bo tri co khac hdn, d cho, cung bat 
dau lam viec mot gid, cung ket thuc mot gio' va 
cung nghi t.rUa mot gid. 

Hinh 4 . 


choc vu 


C.nhiem 
thu vien 


Thuthu 
phdng doc 


Thu thu 
phong muon 


Ghi chu : + Cong tac hanh chinh quan tri 
x Cong tac phuc vu ban doc. 

- Cong tac ky thuat. 

= Nghigiailao, an trua. 
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c/ Cai tien chu trinh. 


L& tien hanh xem xet, sua doi mot each hop 
ly cac qua trinh, cac thao tac trong chu trinh, sao 
cho ca chu trinh, dude tien hanh mot each lien tuc 
theo mot dUdng ngan nh£t, chi mot lan, khong lap 
lai l&n thti hai, vdi muc dich 1& rut ng&n thdi gian 
thuc hien chu trinh. 


Day cung la mot khuynh hudng quan trong 
cua to chtic lao dong khoa hoc, n'ham dau tu bo 
tri, sSp xep lai cac cong doan trong chu trinh, sao 
cho hop ly nhat, su d&u tu cho no khong nhieu, 
song mang lai hieu suat lao dong cao. 

d/ Cat rich rd c hue dinh muc lao dong . 


Dinh mtic lao dong dung, co can cti khoa hoc, 
se nang cao dude hieu suat lao dong, tranh dtfdc 
tinh trang vi pham noi quy gid giac lao dong. 
Tranh dude tinh trang thieu tu giac trong lao 
dong. 


Dinh mdc lao dong khoa hoc, la mot loai 
dinh mdc dude xay dung trong dieu kien thuan ldi 
ve con ngUdi, moi trUdng v& dieu kien lam viec. 

Ba yeu to' nay phai dat d mdc kha, thi dinh 
mUc mdi co tac dung thiet thde. Neu cac yeu to 
nay kem, thi cho ta dinh mdc thap khong co tac 
dung kich thich. 

Con neu ba yeu to' tren, qua hoan hao, se cho 


5- Qi :rv 
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dinh muc qua cao, thuc te co co gang lam cung 
khong dat dUdc, nhu the cung khong co tac dung. 

Xav dung dinh mute phai theo dung phitdng 
phap cua no, neu khong, se thieu chmh xac. Dinh 
muc d day, phai la dinh mCfc trung binh tien tien. 

d/ Cai tien tong tdc can bo 

Ngoai cac khuynh hitdng da neu, khuynh 
hitdng cai tien cong tac can bo, cung dong vai tro 
quan t.rong, de nang cao hieu suat lao dong. Qua 
laem nghiem ta thay, dii moi tracing va dieu kien 
lao dong co thuan ldi, nhung can bo chita dupe dao 
tao chinh quy, chua thanh t.hao tay nghe, thi 
nang suat lao dong vim bi han che. Do do. khau 
cai tien cong tac can bo. la het site edn thiet. Phai 
bo tn dung chuyen mon, nganh nghe, thifdng 
xuyen dude bo tuc nang cao. Can bo la cot loi cua 
cong viec. chi co can bp co trinh dp. co chuyen 
mon. moi tiep thu nhanh chong cac phitdng tien 
lao dong tien tien. 

Lenin noi: “NgUdi thu thu la linh bon cua suf 
nghiep thu ven. Biet bao nhieu viec phu thuoc vao 
thu thu; ho phai say sit a v6i su nghiep cua mmh. 
biet lam viec vdi quan chung ” l( ’ 


. Kiup-skaia . Lenin da viel va noi gj vc thu vien - H.. UNKHNN. 

I960. - Tr. 74-75. 
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ef Ap dung cue phi/o’ng tien ky rhuat nidi. 

Day la mot khuynh hudng dac biet quan 
trong vi trong dieu kien khoa hoc ky t.huat phat 
trim manh me nhu hien nay, thi viec ap dung cac 
phito'ng tien khoa hoc kv thuat mo’i vao qua trinh 
sar. xuat va quan ly la viec lam can thiet. Thu'c t.e 
da chi ra rting. cho du cac khuynh hudng neu tren 
da, dude tien hanh tUdng doi tot, nhitng moi hoat 
dor.g san xuat va quan ly van chi bdng phudng 
phf.p thu cong. tho so' nhtf trude day, thi kho co 
the mang lai hieu suat lao dong cao, de tien kip 
cac nude trong vung. dita nude ta thoat khoi 
ngheo nan lac hau. 

Vi vay, hien nay tat ca cac nganh. cac cap 
deu phai nghien ctiu mot each nghiem tuc. de ting 
durg cac phuong tien ky thuat mdi vao qua trinh 
san xuat va quan ly. Chi khi nao ting dung tot, 
nick chac chan mang lai hieu qua cao. Dieu do rat 
phu hop vdi quan nie.ni mo’i ve to clitic lao dong 
khoi hoc. 

Vf du : nhu ngudi di bo va di mot6 vay, cho 
du igudi di bo co ren luyen, cai tien gi di ntia, 
chac chan khong the bang ngu'di di xe co dong cd, 
do h dieu hien nhien. 


[V - £>jnh muc lao dong trong thu vien, 

Dinh mtic lao dong trong thu vien, dong vai 

65 



tro quan trong, la mot trong nhOng khuynh 
htfdng chriih, cua to chtic lao dong khoa hoc. £)inh 
mtic lao dong, giup ta biet dufdc, trong khoang 
thdi gian bao lau hoan thanh mot cong vi&c, hay 
ngUdc lai, mot cong viec nao do can bao nhieu thdi 
gian. 

% 

Dinh mdc rat cin cho viec lap ke hoach, lap 
ke hoach ma khong dtfa vao dinh mdc, se khong 
sat thuc te, dlin den khong thuc hien dude ke 
hoach, dinh mute lao dong, con thuc day cung co 
ky luat lao dong , khong di muon, ve sdm, khong 
lang phi thdi gian vo ich. 


Dinh mute lao dong, co tac dong nang cao 
trinh do ve chuyen mon tay nghe, ngoai nguf. la 
dong luc thuc day nang cao hieu suat lao dong. 
Dinh mtic lao dong con la tieu chuan de danh gia 
kha nang, nhiet tinh lam viec cua can bo. Nhin 
vao dinh mtic, can bo, nhan vien, deu co the biet 
dude khoi ludng cong viec Va thdi gian can de lam 
difdc viec do. 


Trong bai “ Giai doan mdi cua each mang 
va nhiem vu cua cong doan \ dong chi Le Duan da 
khang dinh : Moi viec nhat thiet phai di vao dinh 


mufc, nhufng viec trUdc day da co dinh mtic, hoi 
chien tranh bo di, nay phai khoi phuc lai ngay. 
Nhting dinh mdc cu, lac hau, thi cd quan quan ly 
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ciug voi cong doan tien hanh xay dung lai. Tren 
cc sd co dinh mute, ma ap dung rong rai viec tra 
hdng theo san pham. 

1. Cac phitemg phdp dinh mite lao dong . 

a! Phtfcmg phdp tong hop: 

La phudng phap rut ra dinh mtic, t\i khoi 
lidng tong quat, chi dua tren vai con so" cu the, 
kiong co su phan tich ky ludng tting thao tac va 
tldi gum chi phi cho thao tac do. Phudng phap 
teng hdp nay con dUdc goi la phudng phap di tir 
eh chung den cai rieng. 

Day la mot phudng phap cu, chUa hoan 
ch'nh, thieu chfnh xac. Phudng phap nay chi cho 
tz dinh rnefe trung binh tuong doi, khong vach ra 
dtfdc kha nang co the lam tot hdn, cung khong 
tnh dude thdi gian mat mat vo ich. 

Cu th§ cua phudng phap tong hdp nay nhu 

ssu : Chang han, muon tinh dinh mute ve phan 

loai sach cho mot can bo phong phan loai, neu 

biet ho lam viec 8 gid trong ngay va ca ngay phan 

.loai du’dc 80 ten sach. Vay muon tinh dinh mdc 

mot gid, ngUdi do phan loai dUdc bao nhieu ten 

:s£ch, ho chi viec lav 80 : 8 — 10, ttic mot gid phan 

iloai dUdc 10 ten sach. 

* • 

/>/ Phuang phdp phan tich: 

% 
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La phudng phap dude tien hanh tut chi tiet 
den tong quat, hay noi each khac, di til cai rieng 
den cai chung ( ngude lai vdi phudng phap tong 
hdp ). 


Phudng phap phan tich. rut ra dinh mile 
tren cd sd nghien chu loan dien, chi tiet, t.ting 
cong viec, dua ra dinh mhc chinh xac. Qua 
phudng phap phan tich, con cho biet nguven nhan 
nhanh, chain, cua cong viec, tut do co each kh^c 
phuc. Chang nhung the, qua phudng phap nay, 
con cho biet nguyen nhan lang phi thdi gian vo 
ich. 

De lap dinh mute theo phudng phap phan 
tich, ngUdi ta ap dung hai phudng phap bo ti'd, do 
la: Phudng phap theo ddi, va phudng phap t.if theo 
doi. 


* Rhtfono phap theo ddi: 

La phudng phap bo trd quan trong, sii dung 
de quan sat su chi phi thdi gian lao dong cua mot 
can bo nay, doi vdi mot can bo khac trong ngay. 
Phudng phap theo doi. vach ra dude thdi gian mat 
mat vo Ich, vach ra ditdc nhufng cai chua khoa 
hoc, chua tot, TO do chan chinh, hoan thien, cho 
tot hdn. 

Phudng phap theo doi co cac Uu diem sau: 
cho dinh mtfc chinh xac, can ke, chi tiet, nhung 
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coi coiig kenh, vi mot ngu'di lam viec, phai mot 
ngfcii theo doi, ghi lai that chi tiet moi boat dong 
cu; ngitbi lam viec, tb do tfnh ra dinh mbc lao 
dcug ir.ot each rat chinh xac. 

)u6] day la bieu mau cua phudng phap theo doi: 


Th/i 

V»uTng cong viec 

So Wong 


Phan tich 

Ghi 


quan sat 

da lam 


cong viec 

chu 


Chuan bi dieu 


10’ 

Vo fch 

co the 


kien lam viec 




ngan hern 


3 han loai tai lieu 

10 ten sach 

60’ 

Htfu ich 



3 huc vu ban doc 

12 ngtffti 

80’ 

HljTu ich 



Tiep ban 


10’ 

Vo ich 

khong 

nen 

towo 

XOr ly ky thuat 

40 cuon 

40’ 

Htfu ich 


iireo' 

Chan chinh kho 

3 gia 

40 s 

Hull ich 

• 

12W0 

Nghi an triTa 


60' 

Htfu ich 



Ti ban ket qua theo doi tren, ta co the tfnh 
ra dink mbc rat chi tiet, chinh xac. Vi du: phan 
loai 10 ten sach trong mot. gib. xti ly ky thuat 40 
cucn nat 40 phut, the dinh mhc moi phut mot 
cuom 

* Phuong phap tu theo doi: 

Qra thiic te ta thay, phhdng phap theo doi, 
tuv cto ahieu uu diem: chinh xac, can ke, chi tiet, 
nhitngcon cong kenh, mat thbi gian (mot. ngubi 












lam viec, mot ngufdi theo doi). De tranh nhiuo-' 
diem tren, ngay nay ho ap dung phtfdng phap bo 
trd, tu theo doi. Ttic la khong can ngxfbi theo doi, 
ma ho tu ghi so lay, mot each trung thuc theo gib. 
Qua do ta cung tinh dUdc dinh mile tUdng doi 
chmh xac. 

Theo phueng phap nay, can bo thtia hanh 
cong viec dUdc phat mot td mau tu theo doi in s§n„ 
khi lam xong cong viec gi, ho ghi vao muc do tthat 
trung thuc, ca so' thdi gian mat mat, co giai tlhfch 
nguyen nhan. Qua do ta cung tinh dUdc dinh mxic 
mot each kha chfnh xac, tat nhien khong chmh 
xac bang phUdng phap theo doi tren. 


$6 

Nhtirng cong vile 

Gid 


Gid 

K.lugng 

ea 

TT 

da llm 

dau 


cuoi 

da lam 

Huu ich 

Vo ich 

1 

Chin chmh kho 

X 

X 


3 g-ia 

80’ 

15’ 

2 

Nh|n sach Ira va 

• 

X 


10 ngudi 

120 



cho muon 







3 

Xifly slch 


X 


80 cuon 

120’ 

10' 

4 

Mdta tai lieu 


X 

X 

20 cu6n 

120' 

10' 

5 

Phdn loai 




8 cu5a 

90' 

10' 

' 6 

Cong tac quin tri 







7 









Bleu mau til theo doi 
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2. Cac loai dinh m(tc lao dong 

a/ Dinh mice ve thdi gian. 

La dinh mtic difdc tmh bang don vi thdi gian: 
giay, phut, gid, ngay, tuan, thang, n&m.... La loai 
dinh mute, lay mot ddn vi thdi gian nhu tren lam 
cd sd d£ tfnh ra khoi liidng cong viec, san pham, 
hoac cong trinh can hoan thanh. 

Vi du : Dinh mite ve phan loai an phclm, 
trung binh 1 gid dufdc 7 ten sach. Mo ta in ph^m 
1 gid dtfdc 10 phfch,.nhap cd sd dfi lieu cho may 1 
gid difdc 20 tai lieu v.v... 

Trong dieu kien khoa hoc ky thuat phat 
trien, to chfic lao dong san xuat cang hien dai, thi 
dinh miic lao dong ve thdi gian cang nho. Do do, 
viec ting dung cac phifdng tien ky thuat vao cong 
tac thuf vien - thong tin, de nang cao hieu su&t 
phuc vu ban doc la het stie can thiet. 

Ch&ng han, trong cong tac phuc vu ban doc, 
cho mifdn gitia cac thuf vien b^ng gtii thil phai 
mat 15 ngay hoac mot thang. Ngay nay nhd noi 
rraang chi trong 1 ngay. 

b/ Dinh mate ve san phdm. 

La loai dinh mtic, lay mot ddn vi san phstm 



hoan thanh mot san ph^m, mot cong trinh. Vi du: 
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Bien soan mot thu muc chuyen de, mat 5 ngay. 
Phan loai mot cuon sach, mat 8 phut. 


So sanh hai loai dinh miic tren, ta thav, 
chiing co moi quan he khang khft vdi nhau. Dinh 
mtic ve thdi gian tuc la lay ddn vi thdi gian lam cd 
s6, de tmh ra khoi lUdng san pham can hoan 
thanh. Djnh mile ve san pham, thi ngUdc lai, lay 
ddn vi san pham lam moc de tmh ra thdi gian c£n 
thiet cho viec hoan thanh san pham do. 


c/ Dinh muc tuang doi. 


La mot loai dinh muc, dUdc tfnh bSng ddn vi 
thdi gian mot each gian tiep, thUdng dung de tmh 
dinh mdc cho cac cong viec : Hanh chmh quan tri, 
hu'dng dan nghiep vu, cong tac thu muc, va cac 
cong trinh nghien ctiu. 


De tfnh dinh mile tudng doi, ho thildng sii 
dung til : “ Khoang *' hoac cum til sau “ ... 

den...”, ch&ng han bien soan tai lieu hu'dng d&n 
nghiep vu cho cac thu vien huyen, ve mot de tai 
nao do. mat til 6 den 7 ngay, hoac bien soan mot. 
thu muc chuyen de, mat khoang 5 ngay. 


d I Dinh muc khoi iuctng phuc vu. 


La loai dinh mute mang tinh chat tong hdp, 
thUdng dUdc ap dung d cac thu vien pho thong, co 
nho, nhil thu vien quan, huyen, xa, phudng. Vi 
cac thu vien nay co it can bo, cong viec khong 
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ehuyen sau, do do, khi dinh mdc phai mang tinh 
tong hop tdc la khoi ludng phuc vu. 

Vi du : Mot can bo thu vien quan, phai phuc 
vu 700 ban doc, va cho mUdn dUdc 15.000 lUdt 

• • i • • » 

sach bao trong mot nam. Neu thu vien do co hai 
can bo thi khoi ludng phuc vu phai tang len gap 
doi, tdc 1400 ban doc va 30.000 lUdt sach bao cho 
muon. 

Torn lai, dinh mdc lao dong la mot. khuynh 
hitdng quan trong cua to chdc iao dong khoa hoc. 
Dinh rmfe phai dude xay dung theo dung phUdng 
phap. mang tlnh thuc te va tinh khoa hoc, la dinh 
mdc co ihe hoan thanh dude. Yeu cdu ca can bo, 
nhan vien cua chfnh nganh do phai tham gia vao 
xav dung dinh mdc, vi chinh ho mdi la ngUdi biet, 
sat thuc te nhat. 


0 nUdc ta viec ap dung dinh mdc vao cd quan 
thu vien - thong tin noi rieng va cac nganh kinh 
te quoc dan noi chung con rat han che, chua trd 
thanh thudc do, thanh tieu chuan, de binh xet thi 
dua, khen thifdng. Tham chi con nhieu cd quan 
thu vien - thong tin, chua dude biet ve dinh mdc 
lao dong cua ho ra sao. 

Neu khong xay dung dinh mdc mot each cu 
the cho tdng nganh thi that kho co the nang cao 
chat ludng va hieu qua lao dong. 
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Churng 111 


CO CAU TO CHtiC M0T SO LOAI HINH THU VIEN 
VA CO QUAN TH6NG TIN 6 VIET NAM 


I - Phan loai md h?nh \6 chOrc cac thu vi§n 
truyen thong. 

Mo hinh to chtic thu vien la su xep dat, bo 

tri cac bo phan, cac phong ban trong he thong 

theo mot trat tu nao do cho thu vien ton tai va 
• # • • • 

phat trien. Trong qua trinh hoat dong phuc vu va 
nghien ctiu cua nganh da hinh thanh mot so" mo 
hinh to chtic sau day : 

1. Mo hinh to chare theo nhom ban doc. 


La mot loai mo hinh co tif lau ddi, chuyen de 
phuc vu cho cac nhom ban doc khac nhau b cac 
trUdng dai hoc. Dac diem cua mo hinh to chtic nay 
la, dua vao cac nhom ban doc va ngddi dung tin, 
de xay dung cd cau to chtic. 


Vi du : d thu vien cac trUdng dai hoc, thUdng 
co hai nhom ban doc chlnh : giang vien va sinh 
vien. Tif do ho cung phan chia thu vien thanh hai 
bo phan. Mot danh cho viec nghien cufu va giang 
day cua cac giao su, pho giao sU, cac giang viin va 
cac can bo nghien cdu. Mot danh cho viec hoc t&p, 
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nghien ctiu cua sinh vien cac khoa. 

Ngoai thu vien cac trUdng dai hoc ra, hien 
nay cac thu vien tinh, thanh pho", cac thu vien dai 
chung ( quan, huyen ) cung thudng dude ap dung 
mo hinh to chute theo nhom ban doc nay. Ho chia 
thanh bo phan phuc vu ngUdi 16n va bo phan phuc 
vu tre em. 

To chute theo nhom ban doc nhU the, co ldi b 

cho de thoa man nhu cau ban doc. Ket qua phuc 

vu nhanh hdn. NhUdc diem mat nhieu dien tich 
• « • 

va nhieu can bo hdn. 


2. Mo hinh to chuc theo ngdn ngu: 


La mo hinh to chdc dtfa vao dac diem ngon 
ngu cua an ph&m de, phan chia kho, phan chia 
can bo va hudng dan phuc vu ban doc. 


VI du : d mot thu vien ldn, dtfdc phan ra cac 
bo phan sau : bo phan tai lieu tieng Nga, bo phan 
tai lieu tieng Anh, va bo phan tai lieu tieng Trung 
Quoc v.v... 


To chCtc theo mo hinh nay co ldi d cho, can bo 
thu vien - thong tin biet ngoai nguf nao thi luu y 
sap xep ve bo phan do, se xtf ly, tim tin nhanh 
hdn. Dong thdi cung co ldi cho ban doc, ho muon 
tham khao mang tai lieu ngon ngut nao, thi vao bo 
phhni do. Song theo mo hinh nay co nhude diem d 
cho. chua dap dng phuc vu chuyen sau mot each 
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co he thong, nhu to chiic theo chuyen nganh Tkhoa 
hoc. 

• . 

3. Mo hinh to chixc theo loai hinh tdi lieu : 


La mo hinh to chdc dua vao loai hinh cu.a tai 
heu. de phan chia thanh cac bo phan phuo vu 
khac nhau. Chang han d cac thu vien 16n. thiUdng 
chia thanh : kho sach, kho bao, tap chi. kho vi 
phim, kho van bang, phat minh. sang che ... 

To chUc theo mo hinh nay co Idi 6 cho, tiet 
kiem dude cho tren gia, de bao quan, hinh thtic 
dep. To chUc theo mo hinh nay con dinh hiUcing 
cho ban doc, muon tim tin mdi nhat thi vao kho 
bao. tap chi. Muon doc sach co, quy hiem van 
phong microphim, microphich ... 


4 . Mo hinh to chuc theo chuyen nganh kho a hoc: 

La mo hmh to chtic, dua vao dae diem phan 
chia cac nganh khoa hoc, de sdp xep trong thu 
vien. 


VT du: Phan chia thanh bo phan sach khoa 
hoc ky thuat, bo phan sach khoa hoc xa hoi. Hoac 



dua vao dac diem cac nganh khoa hoc nhu, trong 
khoa hoc xa hoi phan thanh bo phan khoa hoc lich 
sii, khoa hoc triet hoc, van hoc v.v... 

To chdc theo mo hinh nay co utu diem de 
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thoa man nhu cau ban doc, khi muon nghien ctiu 
chuyen sau ve mot linh vUc nao do. Dong thdi 
cung cb nhudc diem: ton nhieu dien tich sap xep, 
doi hoj can bo thu vien ngoai trinh do nghiep vu 
ra phai co tri thuc ve nganh khoa hoc do. 

5 . Mo hinh to chuc theo chuc nang: 

La mot mo hinh to chu'c dua vao chile nang 
de phan chia thu vien thanh cac phong ban sau: 
Phong bo sung, phong xti ly ky thuat. phong 
thong tin, phong nghiep vu v.v... 

To chdc theo mo hinh nay co Uu diem la. can 
bo thit vien co dieu kien chuyen sau vao mot khau 
cong viec nao do, trcfng nhieu nam, trd thanh ky 
xao, non rut ngan dude thdi gian xU ly tai lieu. 
Muc luc dupe tap trimg mot cho lien cho ban doc 
khi tra cuu. tier kiem kinh phi bo sung. Song 
khong tien cho ban doc va can bo thu vien khi tim 
tai lieu, vi xep nhieu loai hinh tai lieu d mot cho. 

6. Mo hinh to chuc phoi hop: 

La loai mo hinh to chhc, dude ket hdp tit hai 
hoac ba loai cd cau noi tren thanh nipt loai, goi la 
to c hdc phoi hop. Chang han giua mo hinh to chuc 
theo chtic nang, ket hop vdi chuyen nganh va loai 
hinh tai lieu. Day la loai mo hinh to chdc tot. 
nhat. dude ap dung rong rai d nude ta hien nay. 
Tu’ Thu vien Quoc gia den cac thu vien tinh, 
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thanh pho' tti cac trung tam thong tin, vi$n thong 
tin 16n, deu dude to chtic theo mo hinh phdi hdp. 
Uu diem cua mo hinh nay la, x£l ly tai lieu nhanh, 
tiet kiem dude ngan quy, tiet kiem cho, d£ thoa 
man nhu cau nghien ciiu chuyen sau cua ban doc. 

II - Cd c6u to chOc cac loai hinh thu vifn 6 
Vift Nam. 

Tat ca cac thu vien d Viet Nam, de tien cho - 

» • ' • 

viec goi ten va phuc vu dung doi tUdng, dung chUc 
nang, nhiem vu cua no, QD 178/CP nam 1970 
phan chia chung thanh hai loai chmh: 

1 - Thu vien khoa hoc. 

2 - Thu vien pho thong ( dai chung ). 

Trong nhom thu vien khoa hoc gom co: Thu 
vien khoa hoc tong hdp, thu vien khoa hoc da 
nganh va thu vien khoa hoc chuyen nganh. 

Trong thu vien khoa hoc tong hdp gom co: 
Thu vien Quoc gia, thu vien tinh, thu vien thanh 
pho. 

Thu vien khoa hoc da nganh nhU: Vien 
Thong tin khoa hoc xa hoi, Trung tam Thong tin 
tU lieu khoa hoc va cong nghe quoc gia. 

Thu vien chuyen nganh gom: thu vien cf cac 
vien nghien ctiu nhu thu vien toan, ly, sii v.v... 
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Thu vien phd thong gom cac thu vien quan, 
huyen, thu vien thieu nhi, thu vien cac triidng 
phd thong va thu vien cong doan d cac nha may, 
xi nghiep. 


Thu vien d Viet Nam dUdc chia thanh hai 
loai hinh va trong moi loai lai gom cac dang: (Xem 
sd do 5) 



ft- gu v 
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Theo Phap lenh thu vien so 31/2000/PL - 
UBTVQH 10 dude Chu tich Quoc hoi Nong Ddc 
Manh ky ngay 28/12/2000 d dieu 16 c6 ghi: 

Cac loai hinh thu vien bao gom: 

1. Thuf vien cong cong: 

a/ Thuf vien Quoc gia Viet Nam. 

b/ Thuf vien do Uy ban Nhan dan cac cap 
thanh lap. 

2. Thu vien chuyen nganh, da nganh: 

a/ Thu vien cua cac Vien, Trung tam nghien 
ciiu khoa hoc. 


b/ Thu vien cua cac TrUdng va cd sd giao due 
khac. 

cl Thu vien cua cd quan nha nude. 

d/ Thu vien cua ddn vi vu trang nhan dan. 

d/ Thu vien cua to chUc chlnh tri, to chufc xa 
hoi, to chufc xa hoi nghe nghiep, to chute kinh te, 
ctdn vi sU nghiep. (Xem sd do 6 - tr. 81) 

1. Co cau to chiic loai thu vien khoa hoc: 


a) Co cau to chuc loai thu' vien khoa hoc tong h(/p: 


* Cd cau to chiic cua Thu vien Quoc gia Viet 
Nam: la mot thu vien co nhat va vao loai Idn nhat 
nude ta hien nay. 


Thu vien Quoc gia la trung tam nghien ciiu 
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va hudng dan nghiep vu cho thu vien ca nude, 
nhat la cac thu vien cong cong true thuoe Bo Van 
hoa - Thong tin. 

Hien nay von tai lieu cua thu vien co hdn 
mot trieu ban, can bo khoang mot tram hai mUdi 
lam ngUdi. trong do hai ph6n ba tot nghiep dai 
hoc va tren dai hoc. 

* Co cau to chtic bo may cua Thu vien Quoc 
gia Viet Nam, dude thuc hien theo QD so 579/TC- 
QD do Thii truefng LUu Tran Tieu ky ngay 
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17/3/1997 gom cac bo phan, phdng ban sau day: 

1. Ve lanh dao co giam doc va 2 pho giam tdoc. 

2. Til van khoa hoc co Hoi dong khoa hoc. 

3 Cac phong nghiep vu gom: 

* Phong tai lieu Viet Nam. 

* Phong tai lieu nude ngoai. 

* Phong phuc vu ban doc. 

* Phong Nghien cctu va htfdng dhn ngii&p vu. 


* Phong thong tin tuf lieu. 

* Phong tin hoc. 

* Phong bao quan tai lieu. 


* Phong ky thuat. 

* Phong quan he quoc te. 

* Phong Hanh chmh tong hop. 

* Phong bao ve. 

- Thu: vien Quoc gia la don vi s \i nghiep 
thuoc Bo Van boa - Thong tin co chdc nang: thu 
thap, bao ton sach bao, tai lieu trong nitct va tai 
lieu chon loc cua nude ngoai. 


- Thu vien Quoc gia co con dau va tai khoan 


neng. 
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- Thu vien Quoc gia co nhiem vu chinh sau: 

* Thu thap xuat ban pham trong nude theo 
chedo nop lifu chieu, bien soan, xuat ban thu mue 
Qudc gia. 

* Thu thap luan an tien si cua cac nha khoa 
hoc Viet Nam dude bao ve trong va ngoai nude. 

* Thu thap cac tai lieu cua nude ngoai bang 
cac Mnh thiic: mua, trao doi, bi£u tang ... 

* Xu 1 y tai lieu, xay dung bo may tra ctiu 
thong tin, to chiic cho ban doc khai thac t&i lieu 
tai (ho va qua mang. 


* Co can to chtfc logi thu vien tlnh, thanh pho. 


Co cau to chiic doi vdi loai thU vien nay da 
dude Thii trUdng Bo Van hoa - Thong tin Cu Huy 
Can ky thang 11 - 1977 nhu sau : thu vien tinh, 
thanh pho gom bon bo phan chu yeu sau day : 


1 - Phong bo sung, bien muc. Phong nay cd 
nhiem vu xay dung von tai lieu, sUu t&m khai 
thac tu lieu dia chi, phan loai, md ta tai lieu, to 
ehu’c kho va he thong tra ciiu. 


2 - Phong thong tin hudng dSn. Co nhiem vu 
bifT §oan thu muc, to chiic cac cuoc noi chuyen, 
trung bay sach bao, tap chi, hudng dan tra cCfu 
tra ldi ban doc. 
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3 - Phong phuc vu gom phong doc. phong 

mudn va to chufc kho luu dong xuong cd sd. 

4 • 

4 - Phong hudng* din nghiep vu. Co nhiem 

vu tiep thu cac kinh nghiem va phudng phap mdi 

tur Trung Udng dua xuong thu vien minh, dong 

thdi hu6ng dan nghiep vu cho cac thu vien huyen 

true thuoc. 

• • 

(Neu pham vi thu vien rong c6 the them 
phong hanh chfnh. Can bo deu phai qua dao tao 
nghiep vu it nhat la tot nghiep trung hoc, ty le 
phai 1/3 den 1/2 tot nghiep dai hoc, biet ft nhat 
mot ngoari ngU). 

Cac thu vien tinh dong blng phai co von t&i 
lieu trung binh 80.000 cuon/15 can bo. Co them 
20.000 cudn nfla dUdc bien che them mot can bo. 


Thu vien tinh, thanh pho co mot chu nhiem 
va mot pho chu nhiem. Chu nhiem, pho chu 
nhiem va can bo thu vien do Uy ban Nhan dan 
tinh, thanh pho bo nhiem, dieu dong theod§ nghi 
cua sd Van hoa - Thong tin. 

Chu nhiem thu vien tinh, thanh pko' ngoai 
phu ixach chung, phai true tiep chi dao, tnam gia 
xay dung von tai lieu va cong tac thong tin. 


Pho chu nhiem chiu sU phan cong, chi dao 
cua chu nhiem. Khong chuyen can bo co chuy£n 
mon thu vien sang lam cong tac khac. 
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hi Co cau to chute loai thti vien khoa hoc da 

% V 

ngdnh, thuoc loai hinh thu vien nay gom: Trung 
tarn Thong tin - ttf lieu khoa hoc va cong nghe 
quoc gia, Vien Thong tin khoa hoc xa hoi. Cd cau 
to chtic cua cd quan thong tin thu vien loai nay la 
mo hinh phoi hdp hien dai, gitia thong tin thu 
vien, gitia co truyen va tan tien. Chang han cd 
cau to chtic cua Trung tain Thong tin tit lieu khoa 
hoc va cong nghe quoc gia nam 2000 gom 14 
phong, ban sau : 

1. Van phong trung tarn. 

2. Phong quan ly hoat dong thong tin. 

3. Phong Quan he Quoc te. 

4. Phong phat then cac.nguon tin. 

5. Phong xay dung cd sd dti lieu thu muc. 

6. Phong nghien ctiu, phan ti'ch thong tin. 

7. Phong doc sach. 

3. Phong tap chi. 

9. Phong Tra ctiu, chi dan. 

10. Phong dich vu thong tin. 

11. Phong Tin hoc. 

12- Phong in sao. 

13. Phong pho bien hoat dong cong nghe. 
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14. Trung tam INFOTERRA Viet Nam. 

Trung tam thong tin tit lieu khoa hoc va 
cong nghe Quoc gia (TTTTTLKH&CNQG) co 148 
can bo. dai bo phan tot nghiep dai hoc va trem dai 
hoc. 

Nguon l\tc cua trung tam co: 

700.000 ten sach, 5.000 ten tap chi vdi ttren 
800.000 so, trong do 1.800 ten tap chi dude cap 
nhat thudng xuyen. 

Ngoai ra, Trung tam con co mot kho tra cdu 
tin, 1 kho catalo cong nghiep vdi 3.500 tai lieu, 1 
klio td rdi, 1 kho micro phim, micro phfch, 1 kho 
bang hinh va CD-ROM, nhieu ccf sd du( lieu do 
Trung tam xay dung dUdc noi vdi nhieu mang 
trong nude, khu vUc va the gidi. 

Trung tam dude lanh dao bdi Ban Giam doc, 
Hoi dong khoa hoc va trUdng cac phong, ban. 

d Cacdfu to chute iogi Thu vien chuyen nganh : 

Thudng la cac phong thong tin, cac trung 
tam thong tin, cac thu vien co kho sach, tai lieu 
chuyen sau ve mot nganh khoa hoc nao do. Phan 
ldn cac trung tam thong tin hoac thu vien, loai 
nay thudng d cac cue, vu, vien, cac trUdng dai h 9 c, 
cac khoa. Mo hinh to chile loai thu vien nay, la 
phoi hdp giufa chufc nang vdi loai hinh tai ieu. Kho 
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ti i lieu khoang 50 nghin ban, bien che can bo: tuf 5 
- 10 ngUdi. 

Vi du : Mo hinh to chitc cua thu vien Y hoc 
• • * « 

Trung Udng nara 1995 gom cac phong sau : 

1 - Phong bo sung, mo ta, thu muc. 

Co nhiem vu xay clung von tai lieu, va bo 
may tra ctfu, bien soan, pho bien thu muc, hudng 
dim sii dung thu vien. 

2 - Phong phuc vu: Gom phong doc, phong 
mUdn. 

3*"- J^hong thong tin khoa hoc: Co nhiem vu 
thu thap, chon loc, phan tich, thong hao, giai dap 
cac nhu cliu tin va lap ke hoach hdp tac. 

4 - Phong hanh chmh quan tri: Chiu trach 
nhiem ve cd sd vat chat, trang thiet bi, van phong 
pham. 

5 - Ph^ng hudng dan nghiep vu: Co trach 
nhiem hudng dim nghiep vu tai trung tarn va cac 
chi iiiiauh. 

2. Ca cau to chvcc thu vien o cac truang dai hoc 

Thu vien hoac trung tarn thong tin thu vien 
6 cac trUdng dai hoc la loai hinh thu vien - thong 
tim khoa hoc. Cu the hdn, chung thuoc khoa hoc 
to-ng hdp, da nganh hoac chuyen nganh, con tuy 
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thuoc vao noi dung von tai lieu va doi tUdng phuc 
vu cua chung. Neu noi dung kho tai lieu cua 
chung, ca khoa hoc ti i nhien va khoa hoc xa hoi, 
doi tUdng phuc vu cung cho ca nhtfng ngUdi thuoc 
khoa hoc tu nhien va xa hoi thi trung tam thuoc 
khoa hoc tong hdp. Neu thu vien do co von tai lieu 
va doi tUdng ban doc chi thuoc khoa hoc tu nhien 
hoac xa hoi thi thtf vien do thuoc nhieu nganh, 
hoac to chdc chi tiet hdn nu(a ve mot nganh khoa 
hoc nhu ve toan, ly thi thuoc thu vien khoa hoc 
chuyen nganh. 


Vi du: Thu vien TrUdng dai hoc Tong hdp Ha 
Noi (nay la trung tam Thong tin - thu vien Dai 
hoc Quoc gia Ha Noi) co dac diem la mot thu vien 
khoa hoc tong hdp. Cd cau to chtic phoi hdp giUa 
(chiic nang, chuyen nganh vdi nhom ban dpc). 
Ngoai thu vien trung tam ra con thu vien d cac 
khoa, to bo mon. 


Cd cau to chute cua trung tam Thu vien - 
Thong tin trUdng Dai hoc Quoc gia Ha Noi nam 
1996 co cac phong ban sau : 

1 - Phong bo sung trao doi. 

2 - Phong phan loai mo ta. 

3 - Phong to chufc bao quan kho. 

4 - He thong to chdc phuc vu ban doc gom 


88 



phbng doc, phdng mtfdn va bo may tra ctiu. 

5 - Phong thong tin - thu: muc. 

6 - Phong phttdng phap khoa hoc, nghiep vu, 
dao tao. 


7 - Bo phan thiet bi khoa hoc thong tin va 
thif vien. 

6 mot so ntfdc Dong An, mo hinh to chtic thii 
vien d cac trtfdng dai hoc co khac hdn, ho dua vao 
von tai liett cua thu vien, dua vao so" ltfdng ban 
doc cua thit vien de dinb ra cd cau to chdc. 

4 * ' 

Cu the ho chia thanh nam loai trtfdng, ttfdng 
tfng vdi nam loai thtf vien sau : 

. Loai I : Thtf vien phuc vu tren mtfdi nghin 
giang vien va sinh vien, co kho sach tren 
mot trieu ban. 

Loai 2 : Thu vien phuc vu tit bay nghin den 
mtfdi nghin giang vien va sinh vien, co 
kho sach khoang mot trieu ban. 

Loai 3 : Thu: vien phuc vu tit ba nghin den 
bay nghin giang vien va sinh vien, vo’i 
. kho sach nam tram nghin ban. 


Loai 4 : Th M vien phuc vu t it mot nghin den 
ba nghin giang vien va sinh vien, vdi 
kho sach hai tram nam mtfdi nghin ban. 
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Loai 5 : Thu vien phuc vu dudi nn4 nghin 
giang vien va sinh vien, co k\o sach 

khoang hai tram nghin ban. 

•) 

Mo hinh to chtic thu vien cac trUo'ngdai hoc 
thuoc loai 1, 2, 3 la cd cau to -chdc 
phoi hdp ( chtic nang + chuyei nganh 
+ nhom ban doc ). 

Loai 4 t 5 la cd cau phoi hdp ( ehricnang + 
nhom ban doc ). 


Xem ban tom tit sau : 


S6 

T6n cac phong 

5 loai thtr vien 

Ghi 

chO 

TT 


■ 

2 

3 

4 

_5 


1 

Phdng bo sung 


+ 

+ 

+ 

+ 



Phong xir ly 

+ 


+ 

+ 

+ 


9 

Phdng bao quan 

+ 

+ 

+ 

+ 

— 


fl 

Phong sach hiem 

+ 

+ • 

— 

— 

— 

• 

B 

Phdng phuc vu 

. + 

+ 


f 

+ 

1 

B 

Phong th \s muc 

+ 

+ 

+ 

+ 

+ 


7 

Phong chuySn nganh 

+ 

+ 


— 

— 


8 

Phdng Sach giao khoa 

+■ 


■ 

— 

— 

\ 


Phong CT quan chung 

+ 

— 

— 

— 

— 

■ 


90 













1C 

Phpng nghiep vu 

+ 

+ 

- 

— 

— 


11 

PhPng liru chieu 

+ 

+ 

— 

— 

— 


12 

P. Hanh chinh kinh te 

+ 

+ 

— 

— 

__ 



Tong cong so phong 

12 

11 

6 

5 

H 



3. Co cau to chile loai thu vien dai chung (pho 

thong) 


Thu vien dai chung la loai thu vien khong 
ldn, co it can bo, kho sach mang tinh chat tong 
hop 6 muc do pho thong. Nhiem vu cua thu vien 
phuc vu doc, de nang cao dan tri va tuyen truyen 
cac chu tritdng, chinh sach ciia Dang va Nha 
nude. 

Loai hinh thu vien dai chung gorn co thu 
vien quan, huyen, phubng. xa, thu vien cong doan 
cl cac nha may, xi nghiep va thu vien d cac trUdng 
pho thong, thu vien thieu nhi v.v.... 

Cd cau to chtic cua thu vien quan, huyen 
theo Thong tu so" 47/VHTT ngay 30/7/1987 cua Bo 
Van hoa - Thong tin guy dinh: thu vien quan, 
huyen la mot don vi sU nghiep rieng. dudi su lanh 
dao cua trUOng phong Van hoa - Thong tin quan 
huyen . 

Co cau to chdc cua chung gom hai bo phan 
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chinh: Doc v& mudn (ke ca tu sach va tram cho 
mitdn sach). Bien che toi thieu co hai ngudi, kho 
sach khi mcii thanh lap phai co nam nghm ban, 
doi vdi cac huven dong bang va ba nghin ^an doi 
v6i cac huyen mien nui. Kho sach trung rinh co 
mUdi nghin ban vdi ty le sau 


30% sach chinh tri xa hoi 
30% sach khoa hoc ky thuat 


30% sach van hoc nghe thuat 
10% cac loai khac. 

Thong tu so' 47/ VHTT ngay 30/7/3987 ve 
hitdng dlin tiep tuc thUc hien quy che to didc va 
hoat dong cua thu vien c£p huyen. 

Trong do co ghi: 

1/ Ve von sach hdo : Hang nam moi tiU vien 
huyen phai bo sung tit 300 den 500 ten sa;h, gom 
tit 1200 den 1500 ban, moi ten sach nhap tu: 2 den 
3 ban va 25 loai bao, tap chf, tit do quy £*a kinh 
phi bo sung cho thu vien. 


2/ Ve tru so phuotig tien hoat dong: Cac thit 



... Thit vien la mot ddn vi sU nghiep ngangcap vdi 
nha van hoa huyen, hieu sach nhan dan Inyen. 

TrUdng hdp tru so thu vien nam tronj to hdp 
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kien true cua nha van hoa huyen, thi van phai 
xac dinh thu vien la mot ddn vi doc lap, khong 
phai la mot bo phan cua nha van hoa. Tru sd thu 
vien phai gom: phong doc ngUdi 16n, phong mUdn 
ngUdi ldn, phong doc, mUdn cho thieu nhi, phong 
muc luc, t.rUng bay gidi thieu sach, v.v... phong 
doc co tCr 25 den 30 cho. 

3/ Ve bien che c an bo cho thu vien huyen: Co 

« • « 

tu 2 den 3 bien che, neu huyen co 5 thu vien xa, 
tu sach doi vdi mien nui hoac 10 thu vien xa doi 
voi huyen dong bang, thi co them 1 bien che. Neu 
thu vien huyen to chtic thu vien chi nhanh thi 
moi chi nhanh co 1 bien che. 


II! - Co cau to chuc mang tuci thu vien - thong tin 
1. Khdi niem ve mang lu&i thu vien - thong tin 

Trong thdi dai khoa hoc ky thuat phat trien 
nhu vu bao, dan den sU gia tang dang ke cac xuat 
ban pham va cac vat mang tin kbac. 

Kinh te xa hoi phat trien, nhu cau ngUdi 
dung tin doi hoi ngay mot. sau, nhanh, chinh xac 
va da dang. Muon thoa man dude cac nhu cau do 
cd quan thu vien - thong tin phai co nguon luc du 
manh de dap Ung, txic la phai co d&y du von tai 
lieu, co cd s3 dtf lieu, va dUdc noi mang vdi nhau 
de bo sung, hdp tac, cung khai thac va chia se 
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nguon luc. Neu moi cd quan thu vien - thong? tin 
cu doc lap sUu tam tai lieu fcren cung mot dial Iban, 
tinh hoac thanh pho, se d&n den trung laip 1 rat 
nhieu va thieu cung rat ldn. Moi cd quan thitf ’vien 
- thong tin lai doc lap xii ly tai lieu cua imrinh, 
khong co sU thong nhat gitfa cac thu vien tirong 
vung, se dan tdi cung mot tai lieu, nhung d moi 
thu vien \\i ly mot khac, gay kho khan chiO ban 
doc khi tra tim va kho cho ca viec hdp tac tr;ao doi 
giuta cac thu vien. 


Nhiem vu dat ra cho cac cd quan thu vien - 
thong tin luc n&y 1& phai sd dung triet de nguon 
luc thong tin c6 trong vung, de dap ung nhu c&u 
ban doc, phuc vu dac luc cho sU phat trien kinh tcV 
- xa hoi trong viing. T ii do nay sinh sang kien to 
chUc mang ludi thu vien - thong tin. To chtic 
mang ludi thu vien - thong tin, la mot. trong 
nhtfng khuynh hudng phat trien mdi, tien bo, rat 
dUdc thinh hanh d cac nude phat trien. 

Vay to chxic mang ludi thu vien - thong tin la 
sU lien ket cac cd quan thu vien - thong tin doc 
lap trude day lai vdi nhau thanh mot mang ludi d 
nhtfng mtfc do khac nhau : 


- Tap trung hoa toan bo - La tap trung 
thanh mot he thong, thong nhat vdi kho sach 
chung, doi ngu can bo chung, chung mot suf lanh 
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dao bo sung va x\i ly chung. 

* 

- Tap trung hoa titng phan - Chi tap trung 
bo <ung va xii ly tai lieu, con cac phan khac to 
chue rieng. 


Tap trung hoa mang ludi thu vien - thong 
tin nhu vay, se chon ra mot thu vien ldn nhat, co 
uy tin nhat trong mang ludi, lam thu vien trung 
tam. Con nhung thu vien khac la chi nhanh hoac 
ban chi nhanh. 

Mo hinh to chufc mang ludi thu vien - thong 
tin dUdc dua tren cac nguyen tac sau : 

- Nguyen t5c lanh tho - la lien ket cac thu 
vien cung tren mot dia ban: thanh pho", tinh hoac 
vun'. 

- Nguyen tac nganh doc - la lien ket cac co' 
quan thu vien - thong tin trong cung mot bo, 
nganh nhu nganh Dudng sdt, Bo Y te... 

Tit cac nguyen tac tren, dan tdi viec thanh 
Jap cac he thong thu vien - thong tin khac nhau 6 
irung tam, nhu mang ludi thu vien congcong Nha 
nude, mang ludi thu vien cac trudng pho thong, 
mang ludi thu vien thuoc Bo Khoa hoc cong nghe 
va Moi trudng v.v... hoac mang ludi thong tin 6 
cac bo cung vay. Nhd co cac mang ludi thu vien - 
thong tin nay da lien ket cac hoat dong gitia 


v 
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chung vdi nhau, bo sung von tai lieu chung, thong 
nhat vdi nhau ve xU iy ky thuat, cung trao doi, sU 
dung chung nguon luc. Nhu v&y, dien bo sung 
rong, bdt trung lap, tiet kiem dude ngan sach. 

2 - Hinh thitc to ch&c mang lit&i tku vien cong 
cong Nha nu&c 


Mang ludi thu vien cong cong Nha nude dude 
to chile dua tren nguyen tic lanh tho. Chung co 
nhiem vu lien ket vdi cac thu vien khac cung nam 
tren lanh tho do. Thuc te co the thanh cac he 
thong sau : 


- He thong thil vien trung tarn thanh pho - 
la mot he thong dude tap trung vao do tat ca cac* 
thu vien thanh pho", thu vien thieu nhi, thu’ vien 
quan, phudng cua chmh thanh pho" do thanh mot 
he thong. 

- He thong thu vien trung tam huyen dude 
thanh lap tit cac thu vien huyen, thu vien thieu 
nhi ( neu co ), thu vien xa thuoc huyen do. 

- He thong thu vien thieu nhi - co the to 
chute theo hai each : 


Cach mot: 3 cac thanh pho" khong ldn, chUa 
co nhieu thu vien thieu nhi doc lap, thudng chi la 
mot bo phan cua thu vien thanh pho" va thu vien 
quan huyen. Nen khi to chute ho chi t&p hdp tur cac 
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chi nhanh ke tren vao mot he thong goi la - He 
thong thu vien thieu nhi khong doc lap. 


Cach hai : 6 cac thanh pho" 16n co tti nam, 
sau thU vien thieu' nhi doc lap, ta lien ket chung 
lai voi nhau thanh he thong thu vien thieu nhi 
doc lap. Nen d cac thanh pho 16n co the co nhieu 
he thong thu vien thieu nhi khac nhau. 


Hoac co the to chuc he thong thu vien thong 
nhat cho ca thanh pho" theo ba cap : 


Cap 1 : Thu vien trung tam thanh pho" co 
trach nhiem chi dao nghiep vu, bo sung chung, 
phan chia tai lieu cho cac thu vien quan (huyen ). 


Cap 2 : ThU vien quan (huyen) chi dao 
nghiep vu cho cac chi nhanh ttic cac thu vien xa, 
phudng, to chuc kho lien hdp. 


Cap 3 : Cac thu vien phitdng, xa co trach 
nhiem to chtic hoat dong b thu vien xa minh, luon 
quan he mat thiet vcfi thu vien quail, huyen, chiu 
su chi dao chuyen raon cua thu vien quan, huyen. 

3. Ca cdu to chuc cua thu vien trung tdm 


Thu vien trung tam la cd quan dau nao cua 
ca mang lUdi thu vien. Nhiem vu cua no khong 
chi to chuic die'u hanh hoat dong cua chinh thu 
vi^n do, raa con dieu hanh hoat dong cho ca mang 
ltfch. To chile sii dung va bo sung chung cho ca 
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mang lu6i, phan chia tai lieu cho cac chi nhanh, 
hinh thanh bo may tra ctiu chung cho ca mang 
lufcfi 6 trung tam, phuc vu nhu cau cho ban doc ca 
thanh pho. 

Cd cau to chiic cua thu vien trung tam gom 
cac phong ban sau : 

a/ Phdng ho sung, xu ly tai lieu - co trach 
nhiem thanh lap mot kho chung cho ca mang liidi, 
lap muc luc lien hdp tap trung, giup dd thif vien 
thieu nhi va cac chi nhanh. 

b/ Phdng phuc vu - gom phong doc va phong 
mitdn. 


c/ Phdng nghiep vu vd thu muc (neu qua ldn co 
the tach rieng), 

d/ Phdng phuc vu ngodi he thong - de phuc vu 
cho cac chi nhanh xa trung tam, phai co xe oto 
chd xuong dia ban trtfc thuoc chita co thu vien. 


d/ Phdng kho chung cho ca mang ludi co trach 
nhiem dieu hanh cho mufdn giiia cac thuf vien. 

e/ Phon ^ thu vien thieu nhi trung tam - co 
trach nhiem dieu hanh cac thii vien thieu nhi a 
cac chi nhanh. 


Quan iy mang luoi thif vien trung tam : 
Giam doc cua thu vien trung tam, dong thdi la 
giam doc cua ca mang Iddi. Ngifdi giup viec la cac 
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ph6 giam doc, cac trd ly, cac trubng phong d thu 
vien trung tam. Phai co hoi dong thu vien cho ca 
mang iUdi de dam bao su cong b&ng cho cac thanh 
vien trong mang ludi. 

\ • 

C) Viet Nam, viec th&nh lap mang ludi thu 
vien theo nganh doc t ii tinh (thanh pho) ’xuong 
quan (huyen), xa, phUdng da co ti t lau. Hoat dong 
d day co tinh chi dao cua cap tren doi vdi cap dtfdi 
ve ky thuat nghiep vu va kmh phi bo sung, chu 
yeu van la kinh phi cua huyen (quan), xa 
(phUdng) cap la chfnh. 

Nam nam trd lai day mdi chu y tdi cac lien 
hiep thu vien b cac mien khac nhau. Den nam 
1999 co 7 Lien hiep thu vien nhu: 

- Lien hiep thu vien cac tinh dong bang song 
Hong. 

- Lien hiep thu vien cac tinh dong bang song 
C\m Long. 

- Lien hiep thu vien cac tinh Mien nui phfa 

B&c. 

- Lien hiep thu vien cac tinh Duyen hai. 

' - Lien hiep thu vien cac tinh bac mien 

Trung. 

- Lien hiep thu vien cac tinh mien Dong va 
ci*c nam Trung bo. 

- Lien hiep thu' vien cac vting Nam trung bo 
v^ 'fay Nguyen. 
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Cac thu vien nay lien ket vcfi nhau heo 
nguyen tac lanh tho va tu nguyen. Bu6c d&u. cac 
lien hiep thif vien hoat dong con don dieu, chu 
yeu la giao luu, trao doi kinh nghiem v6i nhat. to 
chtic cac cube thi: ke chuyen, gibi thieu sach, thu 
thu gioi va trao doi tai lieu dia chi vbi nhau... 


• _ » 

IV - Cac mo hinh to chitc mqng luoi thoni tin 

trong cac Bq. 

Nhin Chung de to chtic phuc vu nhu cau 
thong tin d cac bo hien nay thudng la mot txmg 
bon mo hinh sau : 

1/ Mo hinh lien ket sao : 



© - la trung tam thon^ tin 
trUc thuoc bo (Vien loac 
trung tam thong tin 
nganh). 

O - la phong thdng tin 
chuyen nganh rUc 
thuoc tong cong ty loac 
lien hiep xi ngiiep 
(phong thong tin) 

-kenh lien lac tlong 

tin. 


Dac diem cua mb hinh lien ket sao : mb bo 
• * • 

chi co mot cd quan thong tin nganh, hoac tung 
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tam thong tin bao quat loan bo cac nganh kinh te 
ma bo quan ly. 

Ifu diem: cua mo hinh nay - la bao dam dude 
sU tap trung cao do hoat dong thong tin d bo, tien 
ldi cho viec tap trung dau tit, xay dung tiem lUc 
thong tin, giup cd quan thong tin nganh de dang 
kiem soat cac nguon tin. 

Nhuoc diem : do qua phu thuoc vao trung tam 
thong tin cua bo, nen tiem lUc thong tin cua cac 
phong thong tin cd sd (cac nganh) yeu, neu gap 
trUdng bdp bj tach, rat kho hoat dong, cac phong 
hoac vien thong tin cl cd sd chtfa phuc vu die luc 
cho san xuat, kinh doanh. 


2 / Mo hinh lien ket sao ket hop : 


O 


® - la trung tam thong tin 

true thuoc bo 
• « * 

(Vien hoac trung tam 
thong tin nganh ). 

- la phong thong tin chuyen 
nganh true thuoc tong cong 
ty hoac lien ket xi nghiep 
(phong thong tin) 

- kenh dieu phoi thong tin 
. - kenh lien lac thong tin. 

D&c diem cua mo hinh lien ket sao ket hdp : 
ma ng ludi thong tin nganh mem deo hdn, khong 



101 


qua tap trung, moi bo cung chi co mot cd quan 
thong tin dau' nghnh, thtfc hien chile nang dam 
bao thong tin cho ianh dao va bo may quan ly cua 
bo, co elide nang dieu hoa, phoi hop hoat dong 
giiia cac cd quan thong tin chuyen nganh nam 
trong tong cong ty ho^c lien hiep xi nghiep cua bo. 


Trung tam thong tin nganh, tien hanh viec 
kiem soat thong tin thong qua cac phong thong 
tin chuyen nganh. De thtfc hien dtfdc mo hinh nay 
trtfdc het phai to chdc dtfdc cac phong thong tin 
chuyen nganh va phai xay dtfng dtfdc cac kenh 
dieu phoi til trung tam va cac kenh lien lac gitia 
phong thong tin chuyen nganh v6i nhau. Dieu 
nay ttfdng doi kho kh&n, bdi vi khong phai cd 
quan nao cung s&n sang ung ho viec thanh lap cd 
quan thong tin chuyen nganh bang kinh phi :ua 
rieng minh. Mo hinh nay co uu diem - hoat ding 
ttfdng doi dong deu gida cac cd quan thong tin 
Trung tfdng va cd sb, neu bi tach bo, se khornf bi 
pha vd nguon ltfc thong tin da dtfdc xay dtfng de 
thich nghi moi trtfdng mdi. 


3/ Mo hinh kien ket nut (nhieu sao): 

Dac diem cua mo hinh lien ket nut - irao bo 
co the to chdc vai ba trung tam thong tin themcac 
nhom nganh ldn, nhung it co lien he vdi nhaui. 
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- la trung tam thong tin true 
thuoc Bo (Vien hoac trung 
tam thong tin nganh). 

- la phong thong tin chuyen 
nganh trUc thuoc tong cong 
ty hoac lien hiep xi nghiep 
(phong thong tin ) . 

- - kenh lien lac thong tin. 

Uu diem: Co su d&u tu rieng tung mang 
nganh 16n trong mot bo, khong qua tap trung vao 
mot trung tam nhu mo hinh mot. Neu phai tach 
bo se it bi anh huong den nhau. 

Nhu'oe diem : Gay lang phi trung lap ve 
nhtfng van de chung, lien nganh viec xay dung cd 
so vat chat, bi phan tan, nen khong co trung tam 
thong tin that manh true thuoc bo, tao nen nhieu 
dfiu moi bo phai quan ly. 

4/ Mo hinh lien ket phan (an (khong thuhac ) : 

O- la phong thong tin chuyen 
nganh true thuoc tong cong 

. ^ ty hoac lien hiep xf nghiep 

(phong thong tin ) 

; 1 / ; 

- kenh lien lac khong bat 
buoc. 
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Dac diem cua mo hinh phan tan, khong 
thanh lap cd quan thong tin dau nganh d bo. Cac 
phong TT b cd s b lien ket v6i nhau md nhat, 
khong bdt buoc. 

Lfu diem : Hoat dong thong tin diidc gdn chat 
vcii phuc vu san xuat - kinh doanh. Buoc cac cd 
quan thong tin b tong cong ty hoac lien hiep xi 
nghiep phai tao ra dufdc cac san pham dich vu 
thiet thuc, hieu qua, dap ting kip thdi cac yeu cdu 
san xuat kinh doanh cl cd sd. 

Nhuac diem : Do bi phan tan va hoat dong 
biet lap vdi nhau, nen khong co cd quan thong tin 
manh trulc thuoc bo, de giup dd bo quan ly tot cac 
nganh, trong bo it co lien he vdi nhau, nen khong 
khai thac duttc tiem Itic cua nhau, gay lang phi, 
trung lap nhieu. 
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Chucmg IV 


LAP KE HOACH VA BAO BAO 
CONG TAC THU VIEN - TH6NG TIN 

A/ KE HOACH CONG TAC THlT VIEN - THONG TIN. 

I - Muc dich y nghia va nguyen tac cua k£ 
hogch thu vi$n - thong tin 

I. Muc dich y nghia cua ke hoach: 

Ke hoach la don bay quan trong de nang cao 

jy 

hieu suat lao dong, thiic day tmh ttf nguyen, tu: 
giac trong lao dong. 

Ke hoach la su tinh toan khoa hoc ket hdp 
vdi thuc te dua ra nhiem vu de ta phan dau thuc 
hien. 

Lenin ngay tCr nam 1918 Ngticfi da noi ring: 
Khong co ke hoach vach ra cho mot thdi gian dai 
thi khong co nhting thing !di quan trpng. 

Trong linh vuc thti vien - thong tin, ke hoach 
nham phat trien mang ltfdi thti vien rong khlp, 
phuc vu cho toan dan, ngay cang dap ting cac yeu 
cau cua ban doc trong ca ntidc. 

Ke hoach cong tac thtr vien la nhlm nang 
cao dan tri, chu dong tuyen truyen, pho bien cac 
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chu tracing, dudng loi cua Dang va Nha nutdc, 
tuyen truyen, pho bien sach, bao khoa hoc plhuc 
vu true tiep cho lao dong san xuat. 

Trong linh vUc thu vien - thong tin nhd co> ke 
hoach ma kho sach dude bo sung thudng xuyern co 
chat lUdng. Doi ngu can bo thu- vien - thong tin 
dUdc dao tao co tay nghe, nhiet tinh cong vriec. 
Cac san phaxn phuc vu ngudi dung tin ngay mot 
thoa man, chat lUdng va dung do! tUdng hdn. 

2. Nhung nguyen tdc cua ke hoach thu vien - 
thong tin: * 

a) Tinh khoa hoc: DUdc the hien d cho lap ke 
hoach la mot di i tinh khoa hoc, nghien ctfu 
khuynh hudng phat trien cua sU nghiep. Cac chi 
tieu so lUdng va chi tieu chat lUdng cua ke hoach 
la nhflng con so" dUdc tinh toan mot each c&n tha n 
co cd sd khoa hoc chfi khong tuy tien. Tinh kho<a 
hoc cua ke hoach con ditdc the hien d cho khorrg 
nhiing chi dua ra muc tieu cuoi cung, ma con vaclh 
ra nhung bien phap de dat dude muc tieu av. 

b) Tmh thief thuc: Dude the hien b .cho 
nhtfng nhiem vu dUdc dat ra trong tung giai doan, 
cac chu de, noi dung tuyen truyen phai luon gam 
vdi cac sU kien ldn trong nude nhu cac ngay 1§ ldm, 
gan vdi cac chu tracing, dudng loi Cua Dang, Nh;a 
nude. 
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cJTinh bat bade: Moi khi ke hoach dtfdc lap 

ra, se elude thao Juan ky liidng, khi difdc ky duyet 

thong qua. Ke hoach se trd thanh nhiem vu b&t 

buoc doi vdi cd quan do. Neu khong thuc hien 

dude ke hoach se hi khien trach. 

> * * 

d) Tinh cu the\ diet phuang cua ke hoach: 
Dtfdc the hien d cho, ke hoach phai ngkn gon, phu 
hdp vdi dia phiidng. Khi lap ke hoach phai dua 
vao dac diem dan cU, dia ly, nganh nghe cua dan 
tinh do de dua vao ke hoach cho thfch hdp. Ke 
hoach cua thu vien tinh nay phai khac vdi cac thu 
vien tinh khac. 

e) Tilth quan chung cua ke hoach: Dude the 
hien d cho, ke hoach do dat ra phai vi ldi ich cua 
dong dao nhan dan trong tinh, sau mdi den cac ldi 
ich ca nhan va tap the nho, ttic phai phUc vu cho 
cac nganh nghe chinh trong tinh. 

11 - Cac loqi ke hoach trong thu vien - thong tin 

I. Ke hoach toan nganh: 

La loai ke hoach vi mo do Uy ban Ke hoach 
• • ✓ • 

NTha nUdc va Bo Van hoa - Thong tin lap. Ke 
hoach nay thtfdng de cap den van de phat then 
mang ludi thu vien vdi t-U each la mot nganh van 
hoa (nhu tong so thii vien, cac mang lu6i, nguon 
luc cua cac mang lifdi. ve ke hoach dao tao can bo 
clho nganh ). 
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To chtic mang ludi thu vien, nh£m phiuc vu 
rong rai cac doi tUdng dCing tin, sii dung cdiung 
nguon luc co trong ca mang ludi, tiet kien dude 

‘9 

ngan sach bo sung, dien bo sung rong, ft ti ttrUng 
lap, dd lang phi. 


Lenin da day: “Chung ta can phai si dung 
cac sach ma chung ta co va tien den thmlh lap 
mang ludi thu vien de giup dd nhan dan ai dung 
tittig quye’n sach ay tl6) 


0 Viet Nam qua Nghi quyet so 378 CP 
16/9/1970 cho ta thay ke hoach phat tries mang 
ludi thu vien d nude ta nhung nam trudc n&i nhu 
sau: “Cling co cac thu vien khoa hoc, ddig thdi 
phat trien rong rai cac thu vien pho thoag theo 
quy mo thfch hdp vdi kha nang kinh te cua chung, 
nham dap ling nhu cau van hoa cua qu^n chung, 
tang cUdng nghien ciiu ly luan thu vien hoc, cung 
cap mot each cd ke hoach sach bao, cd sd vit chat, 
ky thuat cho thit vien. 

Nghi quyet so" 178 CP ra d.di each dayh^n 30 
nam, nhung noi dung va y nghia cua no v?n hoan 
toan mang tfnh thiet thuc. 

De phat tridn mang ludi thu vien rorg khkp 
mot each co ke hoach can dUa tren ba ngu>en tac: 


< IM 
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1/ Dia diem 
2/ Dan cif 

3/ Chat ludng von tai lieu 

Do to chtic mang Itfdi thd vien - thong tin 
rong khap trong ca nude ta con dua vao nguyen 
tac: 

1/ Lanh tho. 

2/ Nguyen tac chuyen nganh 

3/ Phoi hdp gitia lanh tho va chuyen nganh. 


Ngav 20 thang 4 nam 1981 Bo Chinh tri ra 
quyet dinh 37 NQ/TW u ve chinh sach khoa hoc va 
ky thuat”. Nghi quyet da neu ro: “Phai dac biet 
quan tarn phat t.rien cong tac thong tin khoa hoc 
va ky thuat, coi thong tin la mot yeu to ctfc ky 
quan trong cua tiemduc khoa hoc ky thuat. Cong 
tac thong tin phai gop phan tich cute riit ngan qua 
trinh tuf nghien cutu den san xuat. nang cao chat 
ltfdng quan ly va lanh dao ... phan dau dam bao 
thong tin kip thdi, chinh xac> day du 


Nghi quyet 37 NQ/TW khong chi vach ra chu 

tnldng dtfdng loi phat trien cong tac thu: vien - 

/ ’ • 

thong tin mot each chung chung ma con dua ra 
mot so' phddng hutcfng, bien phap rat cu the, chinh 
do la kim chi nam cho .ke hoach day manh phat 
tridn cong tac thtf vien - thong tin d nude ta theo 
bon hitdng sau: 
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a/ Cung co va xay dung cac cd quan thong 
tin khoa hoc va ky thuat. 

b/ Xay diing doi ngu can bo lam cdng tac 
thong tin khoa hoc ky thuat. 

d Tang cUdng nguon tin nude ngoai, tan 
dung nguon tin trong nude. 

d/ Bao dam kinh phf, cd sd vat chat va ky 
thuat can thiet cho cdng tac thong tin khoa hoc ky 
thuat. 


2. Ke hoach tieng vung: 

La ke hoach phat trien niang ludi thu vien - 
thong tin cua mot tinh hoac mot khu; ke hoach 
nay do Sd Van hoa thong tin tinh ket hdp vdi Uy 
ban hanh chinh tinh lap. Ke hoach nay thudng di 
sau vao dieu chinh, phan bo" mang ludi thu vien 
trong tinh hoac to chUc phdi hdp hoat dong gitia 
cac thu vien trong tinh theo nganh doc. 


Tom lai, ke hoach phat trien mang ludi thu 
vien - thong tin trong tinh hoac mot vung cung 
tUdng tu nhu ke hoach toan nganh cua ca nude 
nhung d dien hep hdn (chi trong mot tinh hoac 
vung). 


3. Ke hoach cdng tac cua titng co quan thu vien 
- thong tin: 

La loai ke hoach trong tam, raa ta can 



nghien cxtu , ke hoach cua moi cd quan thu vien - 
• thong tin cung chia lam ba loai theo thdi gian: 

o) Ke hoach dai han: 


La ke hoach 16n, ke hoach nay thtfdng ba 
nam, nam nam hoac mUdi nam. 

Ke hoach dai han de cap d&n nhdng cong 
viec ldn lao, mat nhieu thdi gian, cong stic, tien 
cua nhu xay dung lai tru sd, to chtic lai he thong 
muc luc, to chtic lai kho tai lieu, boi dUdng va dao 
tao lai dpi ngu can bo v.v... 


Ke hoach dai han (nam nam) cua thuf vien 
Quoc gia do Bo Van hoa - Thong tin va Uy ban Ke 
hoach Nha nude duyet. Ke hoach dai han cua thu 
vien tinh (thanh pho) do Bo Van hoa - Thong tin 
va IJBND tinh duyet. 


h) Ke hoach dot xudt: 

*. • 

La loai ke hoach khong dupe chuan bi tit 
trude, do co su doi mdi hoac bien dong gi ldn trong 
nam, can phai thay doi lai hoac bo sung vao ke 
hoach cu, ta goi la ke hoach dot xuat. 

c) Ke hoach ngdn han: 

La ke hoach thang, quy, nam, Trong do ke 
hoach hang nam la ke hoach quan trong nhat, bat 
cuf thu vien nao cung phai lap. 

Trong ke hoach hang nam, thudng dupe ghi 
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tat ca nhijfng cong viec chinh can lam cua thU vien 
trong nam do, b t3t ca cac cong viec, cac phong 
ban. Diia tren ke hoach nctm, ho lai phan chia 
cong viec theo hang quy, hang thang tu do ta dude 
ke hoach cua quy va thang. 

Viec phe duyet cac ke hoach nay tuy thuoc 
cac cap phu trach co tham quyen va tuy thuoc loai 
ke hoach. Chang han nhufng thu vien thuoc mang 
ltfdi thu vien quan doi do Tong cue Chinh tri xet 
duyet. 

Ke hoach hang ram cua thu vien tinh, thanh 
pho do Bo Van hoa - Thong tin duyet. 


4 . Ke hoach hang nam cua thut vien: 

* Cac bade tien hanh de lap ke hoach hang 


nam: 


Budc 1: Nghien ctiu so bo tinh hinh thtfc hien 
ke hoach cua thu vien nam vtia qua 
(Uu diem, nhUOc diem, chi tieu dat, 
khong dat). 

Budc 2: Tinh toan cac chi tieu so" luong. chat 
luqng cho nam tdi. 

Budc 3: Lap du thao ke hoach theo mau da 
• dinh dudi day. 

Budc 4: Thao luan ve du thao ke hoach trong 
hoi nghi can bo cong nhan vien chttc. 
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Btfdc 5 Du thao ke hoach diidc cap tren ky 
duyet thong qua, trd thanh phap 
lenh. 

* Mau cua ke hoach hang nam 
( Gom 7 muc dtfdi day ) 

I / Nhiem vu, noi dong cong tac thu viemthong tin: 

- Nhiem vu chfnh tri, kinh te, van hoa ma 
Dang, Nha nude de ra cho toan quoc trong 
nam tdi. 

- Nhting nhiem vu cua dia phiidng ve lmh 
vuc kinh te, van hoa trong nam tdi. 

- Nhufng nhiem vu cu the d£ ra cho thu vien 
do trong nam tdi ve mat thu hut ban doc, 
chu dong tuyen truyen cac loai sach, to 
chdc kho, he thong muc luc ... 

Tat ca nhutng nhiem vu, noi dung cong tac 
thu vien trong nam. Nhdng viec lam tren day 
phai phuc vu dac luc. cho nhting nhiem vu quan 
trong ciia Dang, Nha nude. Thu vien phai de ra 
phudng phap gi de thuc hien nhiem vu da dinh. 

tl / Nhurng con so chi tieu: 

Dirac ghi lai theo noi dung va hinh thdc sau day 


s 
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So 

Chi tieu chu yeu ve 

K/qua th/hlen 

Ke hoach 

Phan theo 
ti/ng quy 

TT 

s 6 littng • chat Wtfng 

n<im ngoal 

nim nay 

1 

It 

ill 

IV 

* 

S6 li/tfng 







1 

S<5 luong ban doc 







2 

$<5 lagt sach cho mi/an 







3 

SC laat ngacfi d£n 







♦ 

Chat k/rtig 







1 

Laat doc 







2 

Vdng quay 







3 

S6 sach TB U'nh theo 

dau nguoi 

_ 







III /Phuc vu ban doc va tuyen truyen cac loai sach: 

Day la mot ph&n quan trong the bien ro noi 
dung cong tac ban doc cua thu vien, tot hay khong 
trong viec tuyen truyen hUcing dan doc sach bao. . 

~ Thu hut ban doc mcfi - nhofng bien phap 
de thu hut ban doc m.6i, chon bien phap va 
phudng phap tuyen truyen, to chUc tham quan, 
bao cao cong tac thu: vien trade quan chung, phat 
thanh vo tuyen de tuyen truyen ve thu vien. 

- Lanh dao doc sach - muc nay thu vien 
dat ke hoach se to chufc phuc vu cac doi tUdng ban 
doc khac nhau nhu the nao ? ban doc nao la chu 
yeu cua thu vien, nghien chu tinh hhng thu cua 
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ban doc ... tuyen truyen doc sach co ke hoach, chu 
y den thanh thieu nien va ngUdi cao tuoi. 

- Ke hoach tuyen truyen sach CTXH va 
cac tac pham kinh dien. 


- Cong tac thong tin thu muc va bien phap 
phuc vu ban doc bikng an pham thong tin - thu 
niuc. 

- Hudng dkn each doc sach: trao doi man 
dam ve each doc sach. 

- Doc bao, tap chi (tritng bay thufbng 
xuyen, quang cao tren dai, truyen hinh). 

IV / To chtifc kho va muc luc: 


- Bien phap bo sung sach mdi, thanh trU 
sach cu, chinh ly sach. 

- Neu co chu trUdng xay dung muc luc mdi 
hoac thay doi cd cau muc luc, loai va thu hoi 
nhiing sach khong luu hanh. 

- Bao quan kho, dong, sia chda sach cu. 


V / Thu hut cac luc luemg xa hoi vao cong tac thu 
vien - thdng tin va cong tac voi ban doc tich cue: 


To chufc cac nhom ban doc tich cUc: dua 

vao thanh nien, hoc sinh, sinh vien de phat hien 

sach mdi cho cong tac bo sung. Ke khau hieu, bieu 

/) 

ngfl, trUng bay sach de thu hut ban doc mdi. 
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VI / Nang cao trinh do chinh tri, van hoa va 
nghiep vu cho can bo thu vien - thong tin: 

- Mo' cac 16p hoc nang cao nghiep vu cho 
can bo hoac cif can bo di hoc, di thuc tap, di tham 
quan : to chufc hoi thao, hoi nghi khoa hoc v,v... 


- Hudng dan nghiep vu cho cac thif vien 
true thuqc, pho bien cac kinh nghiem tien tien. 


VII / Cong tac hanh chinh quan tri: 

- Xay dung cd ban: ve tru sci, sUa chufa 
cac phong ban. Mua sam cac trang thiet bi ban, 
ghe, tuv.v... 

Ke hoach sau khi du thao, can dua ra thao 
luan tap the, lay y kien cua quan chung. Sau dua 
trinh cap tren xet duyet. 
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B/ BAO CAO THU VIEN - THONG TIN. 

I- Muc dieh, y nghia, yeu c6u cua bao cao. 

/. Muc dich y nghia cua bao cao: 

Bao cao ket qua cong tac trong mot thdi 
gian, danh gia ifu khuyet diem de rut kinh 

* 9 

nghiem la mot cong viec quan trong khong the 
thieu trong cong tac thu vien - thong tin, th khau 
lap ke ho$ch, thtfc hien ke hoach va bao cao lai. 

Bao cao dong vai tro quan trong, giup cho 
can bo thi£ vien - thong tin biet dude ket qua lao 
dong cua ho so vcfi ke hoach da dat ra nhut the 
nao. Giup can bo lanh dao, quan ly tim ra dtfdc 
nguyen nhan \iu f khuyet diem, dua vao do dat ke 
hoach cho nam tdi. 


Nhd co bao cao, giup cho cd quan trung Udng 
biet dUdc ket qua cong viec b cd sd, dua vao do d$ 
nghien ctiu, danh gia, so sanh gitia cacThif vien, 
tim ra phddng phap mdi tien tien de pho bien 
tuyen truyen trong ca nude. 


Noi den bao cao va y nghia cua no, Lenin da 
neu len nhiem vu cua bao cao la: “ Ban bao cao 
phai dat dude ba yeu c&u sau: 


a/ Lam cho chinh quyen va nhan dan hieu 

biet dude mot each su that toan dien nhiing cong 

vie-c thit vien da lam. 

« 
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b/ Thu hut cac luc lUdng xa hoi tham gia 
cong tac thu vien. 

c/ Thi dua giua cac can bo thu vien (l7t 

Dua tren nhiing chi thi Lenin da neu, Nha 
nude ta da de ra nhung yeu ciu cu the trong cac 
ban bao cao cong tac thu vien - thong tin nhu s-au. 

2s Yeu cdu ddi vbi ban bao cao thu vien - thong tin: 

a! Tinh char bar buoc cua ban bao cao: Sau 
mot thdi gian cong tac 6 thang hoac 1 n&m, cac 
thu vien phai sd ket, tong ket, kiem diem viec 
thuc hien ke hoach va bao cao len tren. 

hi Tinh chfnh xdc ve cue so lieu: Phai trung 
thUc phan anh thuc te tinh hinh cong tac. Neu 
bao cao sai sU th&t, trUdc het gay tac hai cho thu 
vien do, ho khong biet dude Uu khuyet diem 
chinh, dSn tdi sai lam trong cong tac sau nay, 
se lam lanh dao nhan dinh khong dung ve cd 
quan minh, dan den chi dao phudng hudng sai. 

cl rinh chat day du chi tie! cua bao cao: Doi 
hoi dua so lieu day du theo yeu cdu va chi tiet 
theo cac de muc. 


dl Tinh kip th&i cua bao cao: Ddi hoi nap bao 
cao dung thdi han, de ban kiem tra danh gia dude 
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kip thdi. 

df Tinh thong nhat ve man cua ban bdo (do: 
Cln dUa vao ban mau, khong tuy tien them bdt 
cac muc da co, se giup cho xet duvet nhanh chong 
( cu the la dua vao mau cua ke hoach hang nam 
de viet bao cao ). , 

II - Cac hinh thac bao cao. 

. Bao cao cong tac thu vien - thong tin co hai 
hinh thtic: 


1/ Bao cao thong ke. 

21 Bao cao thong bao (bao cao bang v£n xuoi). 
1. Bao cao thong ke: 


La loai bao cao chu yeu ve cac so" lieu, bao 
cao thong ke gom nhiing to mau dtfdc in san do Bo 
Van hoa - Thong tin ban hanh gu'i xuong cac thu 
vien theo quy hoac nam. Yeu c^u thu vien nghien 
cvtu dien vac cho that chinh xac. . 

Bao cao thong ke cong tac thu vien - thong 

tin d nude ta gom ba bieu sau day: 

I . • f 

a / Bdo'cao thong ke hnh hinh phot tvien vd luu hdnh sdch 

fxto cua quy ... hoac neon 


Bao cao nay giup cho cO quan cap tren biet 
duo<c tong so" sach co trong thu vien do la bao 
nhi£u, gom nhtfng mon loai gi, so luong moi loai, 
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tinh hinh phuc vu ban doc, so sach bo sunig, so 
sach thanh loc so vdi ke hoach ( xem mku tr. 123 ) 


b/ Bao cdo thong ke thanh phdn ban dote cua 
quy ... hoqc ndm... 


Bao cao nay giup ta biet dtfdc tong so') ban 
doc cua thu vien. Thanh phan ban doc gom n:hu(ng 
t&ng 16p nao, so' Itfdng so vdi ke hoach d&t ra, cu 

the thiic hien the nao ( xem mail tr. 124). 

* * 

d Bdo cdo thong ke cdng tdc ban doc vd cong tac phu 
dqo cm quy ... hoqc ndm. 

Giup ta biet dtfdc nhting cdng tac bam doc, 
ma cd quan thu vien - thong tin do tien hanh- 

So' buoi to chtic, ket qua moi buoi. 


Vx du : diem sach, phat thanh tren dai. 

- Gidi thieu sach (cuoc, chu de, so' ngtfcfi dU). 


- Trien lam ( chu de, cuoc ... ). 

- Bieu ngut, v.v... ( Xem mau tr. 125) 


2. Bao cao thong bao ( Bao cao bling van ban)). 

Chi bao cao thong ke nhtf tren chtfa du die 
danh gia kha nang va ket qua cong tac cua thtf 
vien trong thdi gian qua. Muon danh gia that 
chinh xac ta phai dtfa vao ca bao cao bang^ vl n 
xuoi. Loai bao cao nay dtfa tren cd sd cua bao ca*o 
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thong ke c6 phan tfch, rut ra nhan xet. ve qua 
tnnh thuc hien ke hoach, nhQng thuan ldi, kho 
khan d^n den viec thuc hien ke hoach. 

t i « • 


Bao cao thong bao giong nhu mku cua ke 
hoach hang nam hoac noi each khac, khi viet bao 
cao phai dua vao ban ke hoach hang nam, nhtfng 
co phan tich, giai thich ky ludng de ngUdi doc hieu 
mot each thau dao hdn, chi tiet hdn ve viec thuc 
. hien ke hoach cua cd quan minh trong nam qua. 

Bao cao thong bao thudng dude viet mot nam 
hai lan (vao giOa nam va cuoi nam). Bao cao tong 
ket cuoi nam rat quail trong, vi no danh gia boat 
dong cua cd quan thu vien - thong tin trong ca 
nam. De xuat phudng hudng mdi cho nam tdi. 

Bao cao nay thudng viet lam ba ban: Mot 
ban.lUu d thu vien, mot ban gui Vu Thu vien va 
mot ban gui S6 Van hoa - Thong tin tinh, thanh 
pho. 


Bao cao thong bao cua cd quan thu vien - 
thong tin phai dude thao luan tritdc trong thu 
vi$n - thong tin va dude Sd Van hoa - Thong tin 
dia phudng thong qua. 


Nhung dieu c&n chu y khi viet bao cao thong 
bao. Day la mot loai bao cao quan trong va rat 
ckn thiet, giup cho can bo nhan vien cd quan thu 
vien - thong tin biet dUdc mot each chinh xac ve 
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ket qua lao dong cua ho trong nam vCia qua 
(phong nao tot, phong nao chua tot, vi sao ? ). Bao 
cao hang nam con giup cho cd quan lanh dao cap 
tren biet dtfdc thuc chat cua cd quan thu vien - 
thong tin cap dtfdi de co cd sd chi dao dung hutfng. 
sat thtfc te. Do do yeu cau viet bao cao phai dam 
bao tlnh khoa hoc, tuf khau thu thap so lieu d cac 
so sach cua thu vien - thong tin nhu : so dang ky 
tong quat, so dang ky ca biet, nhat ky, bien ban 
hop hoi nghi, bao cao hang quy, do la mot each 
thu thap. Con mot each khac, giam doc yeu ciu 
cac phong ban viet bao cao thong bao ve phong 

ban cua minh. Giam doc dtfa vao do viet bao cao 

« « . 

» 

chung cho ca cd quan thu vien - thongs tin. 
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Bie’u 1 A/ TV Don vi bao cao 

Ca quan lap bie'u : TVQG Thdi har nap 20 1 12 

Co quan ban hanh BVH Ncn nhan Vu, Sd. 

Theo quy£t d*nh so 02 VH/ TK 

BAO CAO THONO KE 

TiNH HINH PHAT TRIEN LlOl HANH SACH BAO 

Qiii.ndin... 


Chi ti6u 
A s 

A 



Ke Thi/c 
hoach hien 

2 3 


Ty 

_le_ 

A 


a' Sach 
1) Tienq V»ei 

- C.T xa h6i 
-KHKT 

- V. hoc NT. 
2} Bao 

- Tieng Viet. 

• Tieng n nyoci 


Ltfu h3nh 

Huy 

Ghi | 

Ke 

hoach 

Thi/c 

hien 

Ty 

le 

mat 

chu 


o 6 


Ngiroi lap bieu 


Nguy than# nom ... 

Can bo phu trach TV 
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Can bo phu trach TV 






Bi6u 1 A/ TV Dan vi bao cao 

Co quan lap bi^u TVQG Thai han nap 20/ 

Co quan ban hanh: BVH Ncri nhan Vu, So Theo 

quy^'t dinh s 6 02 VH/ TK 

BAG CAO THONG KE 

C6NC TAC BAN DOC VA CONG TAC PHU DAO 
Qiiy.nam. 


I / CONG TAC BAN DOC 

1. Diem sach phat hanh tren dai (cube ). 

2 . Gidi thieu sach (cuoc. chu de, cd sd, so ngifdi doc). 

3. Bieu ngu ( ban ). 

4. Trien lam ( cuoc. chu de ). 


5- Thit^muc ( ban, chu de ) 

6. Thfdoc sach ( cuoc, ngUdi thi). 

7. Toa dam ban doc. (cuoc. chu de, ngUdi du). 

8- Hoi nghi ban doc ( cuoc. ngUdi du). 

II / CONG TAC PHU DAO 

1. Kiem tra tai cho, huong dan nghiep vu, xay dung 
tu sach (lAn, cd sd, so ngUdi difdc hifdng dan). 

2. Boi dUdng, dao tao can bo ( lbp. so ngUdi ). 

3. Ddt iuan chuycn sach xuong cd sd ( so cd sd. Ian ). 

4. H6i nghi chuyen de (cuoc. chuyen de, so ngUdi 


du). 


Phu chu : doi voi m6 cong lac den neu ten chi lieu, mCrc do thi/c 
htein Bao cao hang nam, so sanh voi tinh hinh nam tn’cic 


Ngiriri lam bao cao 


Nyav ... thdny nam 

Can bo phu trach TV. 
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Chuong V 

THONG KE TRONG CAC CO QUAN THU 
VIEN - THONG TIN 


I. Khai quat ve thong ke trong tha vi^n - thong tin r 
I. Khai niem ve thong ke trong thu vien - thong tin 


Thong ke trong thu vien - thong tin dude 
hinh thanh trong ket qua cua su lien ket thu vien. 
thu vien hoc va thong ke hoc. La mot phan cua 
thong ke hoc van hoa, ma thong ke hoc van hoa 
lai la mot nganh thuoc thong ke hoc kinh te xa 
hoi, do do. thong ke trong thu vien - thong tin su 
dung ly luan va phUdng phap cua thong ke kinh 
te xa hoi va thong ke chuyen nganh van hoa. 


Thong ke trong thu vien - thong tin nghien 

cdu mat ludng trong sU lien he mat thiet vdi m&t 

chat, cua cac hien tUdng thu vien - thong tin 

(sach, ngUdi doc, can bo thu vien - thong tin...) va 

cua cac qua trinh lien quan den sU nghiep thu 

vien - thong tin trong dieu kien va dia diem cu 

the. Nhu vay, mot mat thong ke thu vien -thong 

tin co nhiem vu neu cu the cac so lieu phan anh 
• » * • *- 

qui mo, ket cau, trinh do pho bien, toe do phat 


’’ - Tirdity ve *au, Thong ke trong cac eaquari thu vien - thong tin 
diroc viei gon lhanh thong ke trong thir vien - thong tin. 
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trien, quan he ty le cua hien tifdng nghien ciiu 
cung nhtf neu ro cac so lieu ve viec thuc hien ke 
hoach va dinh mufc, ve su phan bo cua cac thu 
vien va cd quan thong tin. Mat khac, thong qua 
cac so" lieu do. thong ke thu vien - thong tin phai 
phan anh dung dan dude thuc te khach quan. 
bieu hien y nghia kinh te xa hoi nhat dinh cua 
hien tUdng nghien ciiu, sao cho cac M so lieu thong 
ke khong phai la con so" chet: moi con so" thong ke 
deu co y nghia cua no, co linh hon cua no"* 


Cd sd cua thong ke trong thu vien - thong tin 
la Ida chon, nhom cac thong tin khdi dau va tinh 
toan cac chi tieu thong ke khac nhau. 

Thong ke trong tint vien - thong tin bao gom 
mot loat cac phan. treng do cac phsm quan trong 
hdn ca la: 

- Thong ke mang lu’di thu vien - thong tin 

- Thong ke can bo thu vien - thong tin 

- Thong ke von tai lieu thu vien *- thong tin 

- Thong ke phuc vu thu vien - thong tin cho 
nhan dan 

2. Mlie dicky y nghia cua thong ke trong thu vien - 
thong tin 


Muc dich cua thong ke trong thu vien - 


* N'htfng van ku>n chmh ve eong tac thong ke - H Tong cue Thong 
ke. 1972. T3 - Tr7 


9- QLTV 
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thong tin la nham thong ke tap trung von tai lieu 
trong thif vien - thong tin. nghien ci3fu timh hinh 
hien tai. phat then, sii dung va anh hu'dmg cua 
chung tdi trinh do van hoa cua dat nudic. dong 

thdi nghien etiu moi quan he giufa thu vien vdi 

* 

tien bo khoa hoc - ky thuat va nhting hien utdng 
xa hoi khac. 


Thong ke trong thu vieri - thong tin dong 
mot vai tro quan trong trong viec to chUc va quan 
ly su nghiep thuf vien - thong tin, cho phep kiem 
tra ket qua hoat dong cua cac thu vien, co quan 
thong tin va cac cd quan lanh dao su nghiep thu 
vien - thong tin, phat hien nhting tiem nang chUa 
difdc sxi dung, phat then rong rai phong rrao thi 
dua xa hoi chu nghia giufa cac thu vien. cd quan 
thong tin va nang cao trinh do lanh dao cua cac 
thu vien, cd quan thong tin. 


Cac so' lieu cua thong ke trong thuf vien - 
thong tin la phUdng tien vo gia de phan tich tinh 
hinh cong tac khong nhting trong mot thu vifin 
ma con cho ca mang ludi thuf vien; chun^dUdc .^U 
dung rong rai trong cong tac kiem tra va lanh dao 
chuyen mon, Chmh vi vay. danh gia vai tro cua 
thong ke thuf vien - thong tin, ba Cdrupskaia da 


viet: 


"Thong ke thu vien rat can thiet de Nh& 


nufdc biet dUdc la thu vien phuc vu nhan dan da 
dude day du theo ke hoach chua? Con nhieu hay 
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bao nhieu cong nhan. nong dan va tre em chita 
dude thu vien phuc vu. Tat ca nhiing dieu do Nha 
nude ohn phai biet de nhin ro va dinh hudng di 
kip thdi tdi giup dd M 

Thong ke trong thu vien - thong tin la ngUdi 
trd thu trnng thanh trong cong tac nghien cu'tu 
khao sat cac kinh nghiem tien tien; trong viec lap 
cac dinh muc va cac chi tieu phan dau. Dong thdi 
thong ke con la cd sd de tinh toan khi to chuc va 
kiem tra viec .thuc hien ke hoach. 


3. Cac bu<fc cua qua trinh nghien cult thong ke 
trong thu^vien - thong tin 

a- Dieu fra thong ke 


La to chute mot each khoa hoc va theo mot 
ke hoach thong nhat viec thu thap, ghi chep 
nguon tai lieu ban dau co lien quan den cac hien 
titdng va qua trinh cua thu* vien - thong t in. 


Trong titng thu vien cac tai lieu de ghi chep 
so lieu ban dau la: So dang ky tong quat. ca luet 
va nhat ky thong ke. Con cac cd quan lanh dao thi 
su dung cac ban b'ao cao thong ke de ghi chep so 
lieu ban d&u. Cac cd quan nay thong qua cac tai 
lieu da thu thap dude tien hanh theo doi cac hoat 
dong cua cac thu vien va cd quan thong tin. 


N.K Cuiupxkaia. VC ; sirnghk-p thir vtcn .-U4; I9.S7 - Tr3b4 (biiiii 
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De to chiic dieu tra thong ke mot each cbinh 
xac va dbv dii nhiing hien tudng can nghien ctiu, 
trong thuf vien thudng tien hanh hai hinh thiic to 
chtic dieu tra thong ke: Bao cao thong ke dinh kv 
va dieu tra (khao sat) chuyen mon. 

* Bao cao thong ke dinh k£: La hinh thde to 
chdc dieu tra thong ke thudng xuyen, dinh ky 
theo noi dung, phudng phap va che do bao cao da 
qui dinh- thong nhat. 

* Dieu tra (khao sat) chuyen mon: La hinh 
thiic to chuc dieu tra khong thudng xuyen, dude 
tien hanh theo mot ke hoach va phudng phap qui 
dinh rieng cho moi lan dieu tra. No khac vdi bao 
cao thong ke dinh ky d cho chi khi nao edn nghien 
cufu mot van de nao do mdi to chiic ghi chep mot 
lan vao mot thdi diem hoac trong mot thdi ky. 

Vi du: Dieu tra tinh hinh phuc vu ngu'di 
dung tin la sinh vien trong thdi gian thi cii. 

Doi tUdng chu yeu cua didu tra chuyen mon 

la nhiing hien tudng ma bao cao thong ke dinh ky 

chila hoac khong the thudng xuyen phan anh 

dUcic. 

« 

Vi du: Dieu tra nhu cdu cua ngiidi dung tin 
ve tai lieu goc, dieu tra thong tin phan hoi cua 
ngudi dung tin ve he thong phuc vu thong tin co 
chon loc. 
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Cac cuoc dieu tra thong ke co the diidc phan 
loai nhu sau: 

* Dieu tra thifdng xuyen va dieu tra khong 
thufdng xuyen 

- Dieu tra thUdng xuyen la tien hanh ghi 
chep, thit thap tai lieu ban d§u cua hien tildng. 
nghien ctiu mot each lien tuc. 

Vi du: Ghi chep cac hien t.Udng phat sinh 
trong qua trinh phuc vu ngufdi dung tin. So ludng 
luan chuyen cua tai lieu, so ltfdng ngudi doc den 
thu vien, cd quail thong tin. hang thang, qua va 
nam. 

Tai lieu dieu. tra thudng xuyen la cd sd chu 

yeu de lap bao cao thong ke dinh ky. la cong cu 

) • 

quan trong de theo doi tinh hinh thuc hien ke 
hoach. 

- Dieu tra khong thitdng xuyen la tien hanh 
ghi chep, thu thap tai lieu ban d&u cua hien tUdng 
nghien cuu mot each khong lien tuc. Tai lieu cua 
dieu tra khong thudng xuyen thudng la tai lieu 
phan anh trang. thai cua hien tirqng d mot thdi 
diem nhat dinh. 

Vi du; Dieu tra so lUdng tai lieu dieu tra 
nang suat phuc vu ngUdi dung tin trong nhufng 
khoAng thdi gian khac nhau. 
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* Di4u tra toan bo va dieu tra khong toan bo: 

- Dieu tra loan bo la tien hanH thu. thap 

-I ^ 

cac tai lieu ban dau tren toan the cac ddn vi Uuoc 
doi tUdng nghien ctiu. 

Vf du: Dieu tra tinh hinh hoat dong cua thu 
vien phai .tinh tat ca cac so' lieu ve tai lieu, n*Udi 

dung tin. tihh hinh phuc-vu... 

• « 

Theo dieu tra toan bo thi ngav ca khi lieu 
tra mot-ddn vi thuoc doi tUdng nghien .edu edng 
khong dude bo qua viec dieu tra titng chi tiet 06 . 
lien quan den ddn vi dieu tra do. 

Vi du: Thong ke von tai lieu dude tien hanh 
tren co "Sd nghien cuu so lUdng, thanh phan tung 
nhir lUdt luan chuyeii cua tai lieu v.v... 

Dieu tra toan bo la nguon cung cap tai lieu 
ddy du nhat cho nghien ciiu thong ke. No thu 
thap tai lieu cua toan bo cac. ddn vi thuoc doi 
tuong nghien cUu, do do, mot mat ta tinh dUd< cac 
chi tieu tong hdp cho toan bo tong the mot :ach 
chfnh xac, mat khac, ta co the danh gia due cu 
the tung ddn vi. Chmh vi vay, de thong ke ca< doi 
tUdng chu yeu nhU: Von sach va ngudi dung tin, 
trong thu vien, cd quan thong tin ngudi U su 
dung loai dieu tra toan bo. 

- Dieu tra khong toan bo la tien hanh thu 
thap tai lieu ban d&u tren mot. so ddn vi lu<dc 
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chon ra trong toan bo cac ddn vj thuoc doi tUdng 
dieu tra. Ddn vi dtfdc chon ra nhu vay phai phan 
anh duoc cau true va dac diem cua tong the 
nghien ctiu de tit do tinh toan, suy rong thanh cac 
dac tru’ng cua toan bo tong the. 


Vf du: Dieu tra ve nhu c&u cua ngUdi dung 
tnn. ve thdi gian thuc hien chu trinh dudng di cua 
s;ach. ve thdi gian dap ung yeu cau cua ngUdi 
doc.. 


Mot trong nhtfng loai dieu tra khong toan bo 
tlhUdng dude si i dung trong thong ke cua thu vien 
- thong tin la dieu tra chon mlu. 


Dieu tra chon mau la loai dieu tra trong do 
n,gudi ta chi chon ra mot so ddn vi nhat dinh 
tlhuoc tong the nghien cdu de tien hanh dieu tra 
tlhuc te. sau do dung cac ket qua thu thap dUdc de 
tiinh toan va suy rong thanh cac dac diem cua 
toan bo tong the. 

Vi du: De thong ke tinh hinh phuc vu ngUdi 
diung tin ngifdi ta chi tien hanh thong ke so" lufdng 
njgudi dung tin den thu vien, thong ke so lUdng 
siach, bao cho mUdn va thanh phdn ngUdi dung 
tiin. Dong thdi khi tien hanh thong ke cac ddn vi 
may ngUdi ta cung khong theo doi toan bo, lien tuc 
tlheo ngay tuan, hoac thang v.v... ma chi theo doi 
tirong nhtfng moc thdi gian co the dai dien cho 
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toan bo thdi gian dinh theo doi. Chang han, 
khong can theo doi ca 7 buoi-trong tuan ma chi 
ccin theo doi ba buoi chinh cua tuan, dd la; dau 
tu&n, gida tuan va cuoi tu£n. 


Tuy nhien de ket qua dieu tra chon mau 
duqc chinh xac can chu y: Chon ddn vi dieu tra 
phai dien hinh, dai dien chinh xac cho tong the 
doi tUdng dieu tra. 


h- Tdng hop va phan to thong ke 

* Tong hdp thong ke: La sU tap trung chinh 

ly va he thong hoa mot each khoa hoc cac tai lieu 

ban d£u thu thap dUdc trong dieu tra thong ke. 

« 

Vi du: Theo thong ke chua dav du ciia Vu 
thu vien nam 1998 mang ludi thu vien thuoc Bo 
Van hoa - Thong tin co khoang 2550 thu vien: 
Trong do: Thu vien tinh, thanh pho' la 59; thu 
vien huyen la: 491 va thu vien xa la: 2000. 


* Phan to thong ke: La cd sd cua tong hop 
thong ke, phan to thong ke dude tien hanh de 

i 


phan chia thu vien, cd quan thong tin thanh cac 
nhom co tfnh chat khac nhau. 


Vi du: Can cd vao dau hieu loai hinh thu 
vien ngUdi ta chia thu vien thanh cac thu vien 

pho thong, thu vien khoa hoc, can cd vao dau hieu 

• 

lanh tho ngUcfi ta chia thu vien thanh cac thu' 
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vaei tinh, thanh pho. huyen. quan, phiidng va thi t 
viei xa... 

c - Phan rich thong ke: La bade cuoi cung cua 
qnu trinh nghien cUu thong ke. Phan tich thong 
k<e '6 nhiem vu neu mot each tong hdp ban chat 
v;a inh qui luat cua cac hien titong. cac qua trinh 
thu vien - thong tin thong qua cac con so bieu 
hnei mat lufdng trong dieu kien thdi gian va dia 
diien cu the. 


Phan tich thong ke co lien he mat thiet vdi 

N. > O • 

c&cbtfdc dieu tra, tong* hdp va phan to thong ke. 
Ohi co dua tren cd sd tai lieu dieu tra phong phu 
via chinh xac, ket, qua tong hdp va phan to that su 
klhca hoc thi phan tich thong ke mdi co kha n&ng 
ruitra nhitng ket luan dung dan. 

Nhiem vu cu the cua phan tich thong ke bao gom: 

* Phan tich tinh hinh thue hien ke" hoach: 

• • -* 

De phan tich tinh hinh nay can xac dinh ro: 
Kte hoach da dude hoan thanh tdi miic do nao? Cac 
nNguyen nhan va anh hiidng cua cac nguyen nhan 
do) tdi tien do thiic hien ke.hoach; tinh can doi cua 
vicec thde hien ke hoach, kha nang tiem tang chiia 
Khiai thac dddc, ke hoach dat ra co sat thufc te hay 
khlGHg... Tren cd sd nghien cdu ky cac van de tren, 
phian tich thong ke neu len nhiing tfu, khuyet 
diteia trong viec thuc hien ke hoach. 
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- Phan tich tinh qui luat cua cac hien ttfpng 
va qua trinh thi i vien - thong tin. 

Khi tien hanh phan tich thong ke can litu y 
nhiing van de sau: 

- Xac dinh nhiem vu cu the cua phan tich 
thong ke (muc dich, yeu cau can dat dupe, nhiing 
van de c£n giai dap cu the). 

- Lufa chon, danh gia tai lieu de phan tich. • 

- Xac dinh cac phtfdng phap va cac chi tieu 
phan tich (phtfdng phap phan to, phutdng phap so 
lieu trung binh, phuong phap chi so, phudng phap 
bang can do! v.v...) 


- So sanh doi chieu cac chi tieu 


- Rut ra cac ket luan va de xuat kien nghi. 


Mot trong nhuCng noi dung cua phan tich 
thdng ke la viec nghien ciiu cac miic do hien 
tupng ciin nghien cdu. Viec nghien ciiu cac mdc 
do. cua hien ttfpng vach ro mSt lupng trong moi 
lien he v6i mat chat cua hien tupng trong dieu 
kien lich sii cu the. 


Muon nghien ciiu thong ke cac mute do cua 
hien tiipng dupe nghien ciiu can tinh loan cac chi 
tieu, trong do chu yeu la: 

- Cac chi tieu tuyet doi (so tuyet d6i) 
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- Cae cHi tieu tUdng *doi (so tUdng doi) 

- Cac chi tieu trung binh (so' trung binh) 


4. Su dung cac so tuyet doi, tumg doi va trung binh trong 
thong ke thu \ien - thong tin, 

Noi don tinh hinh hien tai cua cong tac thu 
vien trudc het phai xet den so" iUdng sach trong 
thu vien.' so lifting ngUdi dung tin v& so ludng can 
bo 4hit vien- thong tin... Nhufng so" ludng nay 
chinh la nhUng so tuyet doi. 

a- So tuyet doi: 

Trong thong ke so tuyet doi la loai chi tieu 
bieu hien qui mo, khol ludng cua cac hien tUdng 
thu vien thong tin trong dieu kien thdi gian va 
dia diem cu the . 

Vi du: So ludng sach cua thu vien. 

# 

NSm 1996 la: 1.500.000 ban va nam 1997 
la 1.800.000 ban. , 

So tuyet doi trong thong ke dUdc coi la loai 
chi tieu cd ban nhat vi mot mat, cho biet cu the ve 
<}uy mo, kboi ludng thuc te cua hien tUdng nghien 
cilu, m£t khac. la cd so' dau tien de tien hanh 
phan tfch thong ke.va de tmh cac so tUdng doi va 
so trung binh. So tuyet doi cua th % ong ke con la 
can cuf khong the thieu dUdc trong viec xay dung 
cac ke hoach-va chi d£o thUc hien ke hoach. 
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Tuy nhien chi dua vao cac so tuyet doi de 
phan tich hien tUdng nghien cuu la khong du, vi 
rat khd hinh dung duoc nhung viec da lam dude 
nhieu hay it, co su bien chuyen gi so vo'i nam 
trade. Mat khac,- cac chi tieu so ludng cua tCtng 
thu vien, cd quan thong tin khac nhau do dieu 
kien ma moi thu vien dong khac nhau. Do do de 
lam tot viec tong ket cong tac bang each so sanh, 
trong thong ke hoc noi chung va thong ke hoc thu 
vien - thong tin noi rieng su dung cac so lUdng 
tUdng doi va so" ludng trung binh. 

b- So ttfong doi: 

So taong doi trong thong ke ia loai chi tieu 
bieu hien quan h§ ty le giufa hai chi tieu thong ke 
khac nhau. Do la ket qua cua viec so sanh giufa 
hai chi tieu thong ke-cung loai, nhung khac nhau 
ve dieu kien thdi gian hoac khong gian; hoac gitfa 
hai chi tieu k hac nhau nhung co moi lien quan 
vdi nhau. Trong hai chi tieu nay, mot dUdc chon 
lam goc so sanh. Hinh thufc bieu hien cua so 
tUdng doi la so lan, so" phan tr&m (%/ hay so" phan 
nghin (%o). • 


Vi du: Kho sach cua mot thu vien huyen 
nam 1990 la 7.000 cuon, n&m 1997 la 10.000 
cuon. Neu so sanh kho sach cua thu \ ten nay nam 
1997 vdi nam 1990 ta se co so tUdng doi sau; 
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10.000 

700 


x 100 ^ 1,4 I4n hay 140% 


Trong each tinh trem kho sach nam 1997 
dude coi la mdc do ky bao cao, con kho sach nam 
.1990 la mdc do kv goc. 


So tudng doi trong thong ke hoc thu vien 
thudng dude bieu hien d ba dang khac nhau: 

- So mcing doi qua trinh bien doi (hay toe do 
phat tnen hoac chi so phat trien) 


- S 6 tudng doi cau tao (chi so" cau tao) 

- So tudng doi along do (hay chi so" ve cUdng do) 

* So tifdng doi qua trinh bien doi: 

So tuong doi qua trinh bien doi bieu hien su 
bien dong ve mdc do cua hien tudng can nghien 
cuu trong mot thdi gian nao do. So" tuong doi nay 
ditdc tinh bang each so sanh hai mdc do cung loai 
cua hien tifdng 6 hai thdi ky khac nhau va dude 
bieu hien bang so"lan hav so phan tram (%). • 

Lav vi dn trp.n. ta thay L4 lan hay 140% la 
so> tifdng doi qua trinh bien doi. vi no xac dinh 
ditdc sU bien dong nhanh chong cua kho sach nam 
1997 so v6i nam 1990 (nghia la so mdc do ky bao 
cao vdi mdc do ky goc). 

Trong so" lddng tifdng doi qua trinh bien doi 
ta con tinh difdc hai chi so nda, do la ludng tang 
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tuyet doi va toe do tang. 

Luong tang tuyet doi cua kho sach nam 1997 
so vdi nam 1990 la: 

10.000-7.000 = 3.000 


Toe do tang cua kho sach tinh bang each lay 
luo'ng tang tuyet doi so sanh vdi mdc do kv goc 
3.000 : 7.000 = 0,4 ldn hay 40% 

* So twang doi can tao: 

So tudng doi can tao xac dinh moi quan he t.y 
ie cua moi bo phan vdi toan bo tong the. So tifdng 
doi nay thtfdng dtfdc bieu hien bang so % va tinh 
duoc bling each so sanh tri so tuyet del cua t itng 
bo phan vdi tri so" tuvet doi cua toan bo tong the. 
Chang han, so" tUOng doi cau tao phan anh can 
true, thanh phan cua mot hien tUdng nao do nhif: 
phan chia kho sach hoar so" lu'dng sach cho muon 
theo cac nganh tri thtic theo nhom ngitoi dung 
tin, theo hoan canh xa hoi cua ho. phan chia 
mang ludi.thit vien giiifa thanh pho" va nong thon 
v.v... 


Vi du: Khao' sat d phong bao. tap chi cua 
Trung tam Thong tin tuf lieu khoa hoc va cong 
nghe quoc gia cho bieti co 6.300 ten tap chi. 
Trong do co 84,12% (5.300) ten sach la tieng 
Latinh (chu yeu la tieng Anh, Phap): 12,38% 
(780) ten sach la sach tieng Nga va 3,49% (220) 
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ten sach la tieng Viet. 

Cac chi so % nay la chi so cau tao. 

* So tu'dng do"i cUdng do dude do bSng moi 
quan he ti le giuta hai chi tieu khac nhau've noi 
dung nhung co moi quan he mat thiet vdi nhau. 
So" tUdng doi cUdng do bieu hien do manh cua hien 
tUdng va mile do phat trien cua no. 


Trong thu vien - thong tin, so tUdng doi 
CUdng do dUdc sii dung de lam ro mUc do sut dung 
kho sach, tinh tich cue cua ngUdi dung tin, ctfdng 
do doc cua ho hoac mtic do phuc vu cua can bo thu 
vien v.v... 

Vi du: muon tinh so tutdng doi cUdng do doc 
cua ngUdi dung tin cua mot thu vien, ngUdi ta 
dem so sanh hai chi tieu khac nhau ve ten goi 
song co quan he chat che vdi nhau, co the so sanh 
tong so sach cho mudn vdi so ludng liguo'i dung tin 
d&ng ky cua thu vien - thong tin ta dUdc so tUdng 
doi cUdng do doc cua ngUdi dung tin la lddt doc. 
Moi mot each khac. ludt doc dude tinh bang each 
lay so sach. bao cho mupn (lUot luan chuyen cua 
sach bao) chia cho so" ludng ngUdi dUng tin dang 
ky trong thu vien - thong tin. 

Cac so tUdng doi trong thong ke cung nhu 
cac so tuyet doi deu noi len mat ludng trong moi 
lien he mat thiet vdi mat chat cua hien tUdng 
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nghien ctiu. Song cac so" ttfdng doi ditdc tinh bling 
cac phUdng phap so sanh nen giup to kha nang di 
sau vao dac diem cua hien tutdng mot each co 
phan tich phe phan. 


Trong cong tac phan tich thong ke. cac so 
ttfdng doi ditdc sii dung rong rai de phan anh cau 
tao, qua trinh bien doi. mtic do phat trien... cua 
hien ttfdng c&n nghien cutu. 


So" tUdng doi con giut vai tro quan trong trong 
cong tac lap ke hoach va kiem tra viec thutc hien 
ke hoach. 

c- So frung birth: La so Itfdng bieu hien mute 
do chung nhat theo mot chi tieu nao do cua vai 
hoac nhieu so lifting cung loai. 


Vi du: Khi nghien cifu tinh hinh phat trien 
cua kho sach cac thd vien tinh ta gap rat nhieu so 
lifting bieu thi mute do phat trien cua tutng kho 
sach, ta khong the lay bat ky mot so" luting nao tif 
cac so" lifting sach tren cung nhU khong the lay 
tong cua cac so luting sach tren lam con so dai 
dien cho tinh hinh phat trien chung cua cac kho 
sach thut vien tinh. Chmh vi vay ta phai tim mot 
so" luting dai dien dtidc mdc do phat trien chung 
nhat cua kho sach thut vien tinh. So" lifdng do 
chmh la so" luting trung binh. no dUdc tinh bang 
each lay tong so sach co trong kho cua tat ca cac 
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thif vien tinh chia cho so 1 hif vien tinh hien co. d 
day so lrfdng trung binh dong vai tio la ngirdi dai 
dien chung nhat cho cac mdc do khac nhau cna 
cac kho sach thu vien tinh. 

So ludng trung binh co mot vi tri va y nghia 
rat quan trong trong ly luan va trong cong tac 
nghien ctiu thuc te. Viec sii dung so trung binh 
trong thong ke thvf vien - thong tin lam-de dang 
cho viec so sanh khoi ludng sach phuc vu ngudi 
dung tin. so ludng sach bo sung, so ludng ngUdi 
dung tjn v.v... ciia hai hay nhieu thu vien cung 
loai (thu vien huven, hoac thu vien tinh v.v...) 


So lifo'ng trung binh khong nhung chi dung 
trong cong tac thong ke, ma con dude dung trong 
cong tac ke hoach. rat nhieu chi lieu ke hoach 
duoc bieu hien bang so ludng trung binh. 


Tuv nhien khi sii dung so lUdng trung binh 
ngav ca trong trifdng hdp dung tloi khi ket qua 
thu dudc van bi sai lech so vdi thuc te. 


Vi du: Vong quay trung binh cua mot cuon 
sach cao song no chi la ket qua ciia viec cho m.Ucfn 
tai lieu tif trong mot, hai bo phan can thanh ciia 
kho sach (chang ban: Sach van hoc nghe thuat va 
sach thieu nhi nhieu. trong khi do sach ciia cac bo 
phan khac it dude sii dung (nhU: Sach khoa hoc. 
ky thuat. sach chfnh tri xa hoi). Do do. khi tinh 



loan so litdng trung binh tn can chu y: 


- Khong chi lay ket qua trung binh cun mot. 
hai hone bn v.v... bp phan chu thanh tong the doi 
titdng nghien chu ma phai lav ket qua trung binh 
chimg cua toan bo car bo phan chu thanh tong the 
doi titdng nghien chu do. 


- So" trung binh chi ditdc tinh ra tu nhiing 
tong the cung loai, nghia la chi co the nnh ra 
litdng trung binh cua nhiing lddng co cung mot, 
ten goi. Vi du: So" litdng sach cua cac tint vien 
tinh. so litdng sach cua cac thit vien huyen v.v... 
Bdi Vi nhit Cac Mac da khang dinh: "chi cc nhitng 
lilting cung got bang mot ten thi nun co luting 
trung binh". 


II. Cac phan nghien cCru cua thong ke trong 
thu vien * thong tin 


/. Thong ke mang luni thu vien 


Thong ke mang litdi thit vien nghien cdu so 
litdng cac thit vien, tien trinh phat men ciia 
chung, nhom thu vien theo nhiing dim hieu khac 
nhau va dac diem hinh thanh cua mang kthi thit 
vien. 


Viee thong ke so litdng thu vien chita co tieu 
chuan thong nhat quoc te. Do do tuy vao qui utfc 


Cac M;u Tirbtm... H.: Suthat. IWii).- Q1 - T.2 -Tr l*> 
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ouj minh nin moi nude c *6 cac each thong ke khne 
nha i. 


Vi du: O Lien Xo (cu) thu vien chi dude tinh 
khi thu vien cd kho sach co dinh 06 quven sd hOfn 
toi s;in va co nguoi dung sU dung mot each co ho 
thong. 


0 Anh. ngitdi to chi tinh cac thu vien tiling 
tani. con cac thu vien chi nhanh khong dupe iinh.. 

0 My. ngitpc lai. khi tinh cac thu vien. ngudi 
ta t nh t at ca cac thu vien, diem giao sach v.v... 

6 midc ta. theo qui dinh cun Bo Van hoa khi 
tho 3 g ke so litdng thu vien. ehiing ta chi tinh cac 
thuvien co dinh co kho sach tir 1.500 cuon trd len. 


Theo thong ke cua Vu thu vien. Bo Van hoa 
- Thong tin den nam 1997 mioc ta co khoang 
19.000 thu vien va cd quan thong tin ihuoc cac 
mang litdi sau: 


- Mang ludi thu vien cong cong nha nude 
thick Bo Van hoa - Thong tin. 

- Mang lUoi thu vien nha trUdng pho thong. 

- Mang ludi cac cd quan thu vien - thong tin 
trofcg cac trUdng dai hoc va cao dang. 

- Mang ludi cd quan thong tin - tu lieu khoa 

hoc. 
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- Mang lu6i thu‘ vien khoa hoc va chuyen 
nganh 6 cac Bo. chc nganh. car vien nghsen cUti 
v.v... 

- Ngoai cac thu vien noi tren. cac thu vien 
chi nhanh. lUu dong va diem cho muon sach dude 
tinh khi co nhu can phuc vu cho cac cd quan 
nghien cUii ve tinh hinh su dung sach cua nhan 
dan va phan bo cua thu vien. 

De phan tich mang lUdi thu vien ngtfdi ta sii 
dung cac chi tieu sau: He so mat do mang lUdi thu' 
vien va he so" pho cap thu vien. 

fie so mat do mang lucfi thu vien dUdc do 
bang each lay so" lifdng t hu vien chi a cho so lUdng 
dan cU cua mot khu vUc din ly nhat dinli. De loai 
bu viec tinh so le khong can thiet, he so mat do 
cua mang litdi thu vien thudng duqc bieu thi bang 
ty so gitia thu vien vdi so dan cU, nhan vdi 1 . 000 . 
10.000 hoac 100.000 tUc la cut 1.000. 10.000 hoac 
100.000 ngUdi dan. dUdc sii dung bao nhieu thu 
vien. 

He so mat do mang ludi thu vien dude tinh 
bang cong thiic sau: 

Md = _JL_ X 100.000 
D 

T- Tong so* thu vien 

D- Dan so cua mot* khu vUc dia ly nhat dinh 
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Met- Mat do 

100.000- he so 

Vi du: Nam 1998. Vu Thu vien thong ke cho 
biet mat Ho thi t vien trong ca nude la: 19.000 TV : 
78.000.000 x i 0.000 = 2.43 tde la 6 Viet Nom cd 
10.000 dan dupe sd dung 2.43 tint vien. 

b- He so pho cap thu vien nghia la kha nang 
dupe sd dung thit vien cua ngitbi dan. tinh bang 
each lay tong so dan cu’ cua mot khu vuc dia ly 
nhnt ctinh chia cho so thu’ vien co trong khu vUe 
do. theo c*ong thde sau: 

n = _J1_ 

T 

II- So don trung binh dude sd dung mot thu 

vien 

D- So dan cif: 78.000.000 

T- Tong so" thuf vien: 19.000 TV 

Nhu' vay. nam 1998 so dan oU trung binh 
dupe su dung mot thu vien la: 4105 ngitbi. 

One he so mat do mang ludi thu vien va sd 
lifting dan trung binh dupe sd dung mot thu vien 
phan anh su phan bd cua mang ludi thu vien (do 
day, mong cua thu vien bo tri tren nhdng dien 
tu-h nhat dinh): mdc do dupe sd dung thu vien 
cua ngubi dan (bao nhieu ngudi moi co mot thu 
vien phuc vu). 
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Mot do thit vien va kha nang sir dung tlui 
vien cua ngitcfi dan co the ditdc do bang phudng 
phap khac. Chang ban: Chia so tint vien cua 
huyen. tinh v.v... cho dien tich cun khu vuc nia 
lha vien nao do phuc vu. So lieu tim ditdc phnn 
anh m tic do phan bo mang litcfi thu vien. Cang 
nhieu thit vien tren mot ddn vi dien tich hoac dien 
tich cang nho bao nhieu thi nhan dan cang de sit 
dung sach bao bay nhieu (kha nang sit dung thu 
vien ldn). 

Tuy nhien. chi so tim ditdc rung chua that 
chinh xac va khong thuan ldi cho viec so sanh. Bdi 
vi lanh tho khac nhnu thi dieu kien khi hau. giao 
thong... khac nh-au. hdn nufa hoan canh khach 
quan (kinh te, chinh tri, van hoa v.v...) cung ral 
khac nhau. Chinh vi vay, neu chi tieu nav ditdc 
tinh thi nen sit dung de tham khao khi ticn hanh 
phan tich. danh gia. 


2. Thong ke phuc vu thu vien - thong tin cho 
ngudi dung tin 

La mot phan cua thong ke trong thu vien - 
thong tin nghien ciiu cac qua trinh bieu hien ve 
mat so 1 ltdng cu£ viec hinh thanh so ngudi dung 
tin nhat dinh, qua trinh phat trien cua chung 4 
moi quan he cua chung doi vdi so litdng ngudi d/1n 
va cac nhom rieng biet cua no, dac diem va mdc 
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die) su dung von ini lieu. Coe chi tien eo ban cua 
ilhcng ke phuc vu tint vien - thong tin cho ngitdi 
diing tin l)ao gom: So hfong ngitdi dung tin. so" 
luting tai lieu cho mitdn. so htot ngitdi doc den thit 
vien. so It (png car bien phap quail chung tien 
hiaih trong thit vien. co quan thong tin. 

(/- Thong ke so hfong ngu'd'i Jung tin 


So lieu thong ke cho biet co bao nhieu ngitdi 
siiidung thit vien. thanh phan. trinh dp van hoa... 

Tai lieu thu thap so" lieu nay la phieu dang 
key ngu’di doc. Tuy nhien each tinh nay chifa that 
c:h nh xac\ bdi vi trong thufc te thitdng gap cac 
Lru'dng hdp sau: 

- Co ngitdi dung tin chi dang ky ma khdng 
died nntpn tai lieu. 


- Mot ngitdi vu'a sit dung phong doc. phong 
an iron. phong tra ciiu v.v... t-hi dtfdc tinh la nhieu 
mguoi. 

- Mot ngitdi mu'dn sach vP nha. ca nha den 
xvem t hi chi tinh co mot ngitdi. 

De tinh so" litpng ngitdi dimg tin chinh xac 
hio'n, doi vdi tritdng hop mot va haj nen dung 
p)hieu dang ky ngitdi dung tin va the cho ho thong 
mlint. nghia la du thu’ vien co nhieu phong den 
nnay cung chi dang ky cho ngitdi dung tin mot 
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phieu dang ky va mot the, trong do co ghijsu dung 
one phong nao co trong thu vien. Nhu vay khi 
ngUdi dung tin xuat trinh the, thu thu dua phieu 
you can de ngitdi dung tin co the muon tai lieu d 
phong nay hay phong khac. Cuoi nam khi can 
thong ke thu vien chi can doi chieu phieu yeu can 
vdi phieu dang ky la nam dude so lieu thuc te ve 
ligudi dung tin stf dung thu vien. 

Cung vdi bien phap tren, khi thong ke so 
lu'dng ngufdi dung tin, thuf.vien nejn ; tien hanh moi 
nam doi the mot lan. 

Doi vdi trUdng hdp th \i ba. bien phap tot 
nhat la lap the tap the. 

In Thong ke so I itVfig tai lieu. 

Ket qua thong ke cho biet so ludng tai lieu 
va thanh phan cua chung da phuc vu cho ngUdu 
dung tin. So lieu thong ke dUdc phan anh trinh d(6 
van hoa ciia nhan dan, viec sU dung von tai lieu 
cua thu vien - thong tin va nang suat lao dons 
cua can bo thir vien- thong tin. 

Cd sd de tinh toan so^ lUdng tai lieu cho mtfdn 
la phieu yeu cau, so nhat ky hoac phieu dang ky 
ngUo’i dung tin cua thu vien. cd quan thong tin. 

Thong thitdng ddn vi thong ke cua cac thut 
vien la ddn vi ban (cuon) doi vdi sach va sachi 

150 



mong; doi vdi tap chi mong don vi thong ke la don 
vi dong bia 3 thang, 6 thang hoar 1 nam; con don 
vi thong ke cua tap chi day la so ihti tu cua tap 
chi. 

Hien nay chua co don vj thong ko rhinh xac 
cho nipt so taring hop san: NgUdi dung tin yen 
cau can bo thu vien noi ve noi dung cuon tai lieu, 
sau do ho khong nufdn nua. hoac ngiroi dung tin 
xem nhieu tai lieu mot luc. song do noi dung 
khong phu hop ho khong mupn (taring hpp nay 
xay ra nhieu d car phong doc tu chon). 

t - Thong ke so I Kern g nguai clung tin 

So litong litpt den thit vien dupe tinh la so 
Ian den thu vien cua ngUdi dung tin de mupn tai 
lieu, doc tai lieu, trao doi ve tai lieu, tra tai lieu 
hoac gia han mupn tai lieu hoac lam viec vdi he 
thong niuc luc hay den de nhan cau hoi tra cUu 
v.v... So lupng thong ke dupe bi&u hien tinh tich 
cUc su dung thu vien cua ngudi dung tin. 

Tai lieu dung de thong ke la phien veu can, 
nch ke (so" phieu thit tu) dupe phat cho nguoi 
duing tin. 

cl- Thong ke so h/erng ecie hien pheip qium eh ling 

So lieu thong ke dupe phan anh so" lupng cac 
cinpc trien lam (chuyen de, tai lieu mdi) d trong va 
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ngoai thu vien. cac buoi da hoi. cac loai tai lieu, 
hoi nghi ngUdi dung tin. tap chi mieng. thn ke 
chuven. tong quan thu muc. nhutng ngay thong 
tin v.v... 


So^ lieu thong ke dUdc cho biet tinh ti'ch cue 
cua thu vien trong viec tuyen truyen. gidi thieu 
tai lieu nhdm thu hut ngUdi dung tin vao thu 
vien. cd quan thong tin. 

* Cac chi so tuong doi trong thong ke phuc vn 
nguoi dung (in cua thu vien: 

C-ac chi $6^ nay bao gom: So ludt tai lieu 
trung binh cap cho mot ngUdi dung tin trong mot 
nam, so ludt trung binh cua ngUdi dung tin trong 
mot n&m va trong mot ng&y. 

- So ludt tai lieu trung binh cho mot tigU'oi 
dung tin (con dUdc goi la lupt doc. hay ludt luan 
chuyen trung binh cua tai lieu) dUdc tfnh bang 
each chia so' ludt tai lieu cho mUdn trong nam cho 
so ngUdi dang ky sii dung thu vien, cd quan thong 
tin trong nam do, theo cong thtic sau: 

L 


Ltl ~ 


N 


di 


L tl : Ludt tai lieu trung binh cho mot ngufdi 
dung tin 

L: Tong so lUdt tai lieu cho mUdn 
N f „: NgUdi dung tin 
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- So' hrdt tai lieu trung binh phan anh trinh 
do /an hoa va citdng do doc cua ngaoi dung tin. 

- So lifdt den trung binh cua ngifdi dung tin 
troag npm ditdc tinh bang each chia so lufdt den 
trong nam cua ngiidi dung tin cho so ngitdi dung 
tin dang ky, theo cong thOfc sau; 

L = ——— 

” N,j, 

L,,.: Lucft den trung binh trong mot ngay cua 
ngv'cfi dung tin 

L: Tong so ludt. den cua thu vien 

N.,,: Ngufdi dung tin. 

3. Thong ke von tai lieu thu vien - thong tin 

La mot phan cua thong ke trong thu vien - 
thong tin ughien ertu tien trinh phat trien cua 
khd luting va thanh phan cua von tai lieu theo 
cac phifdng dien khac nhau: Theo dau hieu tai 
liei. ngon ngti. nganh nghe. loai hinh thu: vien va 
the) ddn vi hanh chfnh - lanh tho. 

a- Thong ke so itfong cua von tai lieu. 

Muc dich cua ket qua thong ke la nhPm xac 
dina ro so' ltfdng tPi lieu hien co va s \i litu hanh 
cua chung theo cac dau hieu khac nhau. 

De thong ke so Ihdng tai lieu trong cac thtf 
vien. cd quan thong tin khac nhau, ngufdi ta chon 
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I 

cac ddn vi tinh khac nhau. Chang han. trong tint 
vien pho thong, bao, tap chi mong dude thong ke 
theo don vi dong bia. Con trong thir vien khoa hoc 
ky thuat thi car tai lieu mong nhu: phat minh. 
sang che. tieu chuan lai dado thong ke theo don vi 
ban in. 


Tai lieu de tinh so lacing von tai lieu la so 
dang ky tong quat. hoac ca biet. 

b- Cue chi so tiamg dbi nong rhon# ke t hat 
I it on g von tai lieu 

- Thong ke vong quay trung binh cua tai lieu 
(con dude goi la ludt luan chuyen trung binh cua 
von tai lieu) tinh b5ng each: chia so" litdt tai lieu 
cho mitdn trong nam cho so lifting tai lieu co troug 
kho, theo cong thrtc: 


v * = 


L 


V T , 


V Jt : Vong quay trung binh cua von tai lieu 
L: Tong so litdt cho mitdn 
V n Von tai lieu co ciia tha vien 


+ Vong quay trung binh cua von :ai lieu 
trong titng bo phan cua kho, vi du: Tai lieu chinh 
tri - xa hoi van hoc nghe thuat, khoa hoc ky thuat 
hoac tai lieu hiem quf, tai lieu nghe nhin vv... 

Chi so' nay diidc-tinh bang each chia tong so 
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I licit ton lieu cho nnfpn cua tilng bo phan tni lieu 
cho so t ai lieu co cua bo phan do. 

“i- Vong quay tuyel doi cua mot tai lieu du'oc 
tinh bang each dua vao the (phieu) tai lieu. 


Chi so vong quay trung binh cua von tai lieu 
phan anh muc dp sue dung von iai lieu, danh gia 
su phu hop cua thanh phan von tai lieu doi vpi 
ngudi dung tin. danh gia mtfc dp tuven truyen. 
gioi thieu tai lieu vdi ngitdi dung tin. 


Chi so vong quay trung binh cua von tai lieu 
dong vai tro quail trong nhu vav, cho nen V.I. 
Lenin da yen cau trong bao cao cua thit vien phai 
neu dupe chi so nay. Ngitdi noi: " Cdc anh'co the 
chi ra that chink xdc vong quay cua tai lieu trong 
cdc thitf nen cua ccic anh hay khong * 


- So lupng tai lieu trung binh cap cho mot 
ngrrbi dung tin tfnh bPng each: Chia so lupng tai 
lieu cc3 trong thu vien. cd quail thong tin cho so 
rigu’di dune tin daner ky. theo cong thtic sau: 



K: So" litdng tai lieu trung binh cap cho mot 
ngudi <dung tin. 

% 

V'i|: Von tai lieu 


V fi I.crnin. T J -T.J7 -Ti 58! 
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N j,: NgUdi dung tin. 

Chi so thong ke dude phan anh so ktdng von 
tai lieu hien co du de phuc vu ngitdi dung tin hay 
khong? 

Chi so tren con co the dude tinh bang each: 
Chia chi so lu'dt tai lieu trung binh cho mot ngitdi 
dung tin cho chi so vong quay trung binh cua mot 
ini lieu, theo cong thuc sau: 

^T1. 


K = 


V 




K: So" lifdt tai lieu trung bmh cap cho mot 
n?udi dung tin. 

Lr t : Litdt tai lieu trung binh cho mot ngifoi 

ill * ■ s.<* • ^ 

dung tin. 

V <[r : Vbng quay trung binh cua mot tai lieu. 

- So ktdng tai lieu trung binh cap cko mol 
ngitdi dan trong mot khu vuc. dia ban nl.att itinh 
(tinh, thanh pho" huyen v.v...) tinh bang each; 
Chia so ktdng tai lieu eo trong thi t vion oi.a khu 
vuc. dia ban nhat dinh cho so dan cit cua kh u vdc, 
dia ban do. theo con? thiic: 

V\, 


K 1 = 


T|. 


u 


K‘: Sokfdng tai lieu trung binh capehompt 
ngitdi dan. 

V' TI ; So ktdng tai lieu co trong thu keen cua 
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mot khu vac. dia ban. 

D: So dan cif cua khu vUc. dia ban. 

Ill- Cac loai bieu do trong thong ke thu vien * 
thong tin 

Bieu do la mot hinh thitc true quan dong 
mot vai tro quan trong trong thong ke. bao cao va 
trong car cong trinh nghien cdu khoa hoc v.v.... 

Nhd co bieu do cac bang thong ke. bao cao 
tong ket trd nen si ah dong, khoa hoc. cac con so 
thong ko du’dc bieu dien tren bieu do trd nen de 
nhd, de so sanh. do do giup ngitdi xem linh hoi 

van de trinh bav mot each de dang. 

» ^ 

Ca 1 loai bieu do con du’Oc coi- la cong cu 
t uven truven manh me dung de bieu duong thanh 
tich hcuu dong van hoh xa hoi. V.I. Lenin rat chu 
V den tic dung cua do thi thong ke. trong tac 
pham "mot bitdc tien hai bifdc lui". Ngitdi dung 
nhung; co thi thong ke ddn gian de dien ta tinh 
hinh elhung cua cuoc dau tranh trong noi bo Dang 
chu ngjh'a xa hoi dan chu Nga. tai dai hoi dai bieu 
bin thid lai. neu ro titdng quan lpc lifting gitia cac 
phai v:a thang ldi cua dudng loi phai tia lua. Khi 
giai thifeh viec dung phitong phap do thj de vach 
rO nhifin? sU phan chia co ban cua cac dudng loi 
trong (dai hoi, Lenin viet: " Chac chan rang doi vdi 
nhieu instil, thi phu'Ong phap dy co ve la la lung. 
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nhu'ng to; rat khong tin rang ngucti fa co the tin ? 
then du'itv phiutng phap nao hhac. that st/ co the 
guip chung to tong help va tom tat mot each day 
du va chink xac den nhu thc u 


Bieu do co nhieu lorn khac nhau lihuf: bieu do 
gay khuc, hinh cot, hinh tron. Cac loai bieu do 
tren dUdc sii dung vao nhQng muc dieh khac 
nhau. Vi du: De bieu thi rinh hinh phat trien cun 
hien tu'dng va so sanh giiia cac hien tu'o'ng do 
ngUdi ta sit dung ca ba loai bieu do: gay khuc, 
hinh col va hinh tron. 

De bieu hien ket cau va bien dong ket cau 
cua hien tu’dng ngUdi ta thucmg dimg cac loai bieu 
do hinh cot. hinh tron. 

De theo doi tinh hmh thUc hien ke hoach cua 

• « • 

tung don vi doi vdi tong chi tieu ngudi ta dung 
bieu do gay khuc. 

1 - Bieu do gay khuc 

Bieu do gay khuc la loai bieu do gom nhieu 
doan thang no'i tiep nhau tao thanh mot dufdng 
gay khuc. 


Muon lap dude do thi nay, dau tien ta phai 
ke true do thi gom hai dtfo’ng th&ng vuong goc vdi 
nhau. Dudng thang nam ngang goi la true hoanh 


V I Lenin.- l oan tap - T.7.Tr..3X4 
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bieu thi thdi gian, ditdng thang dting goi la true 
lung, bieu thi ddn vi can nghien cctu. Khi da lay 
xong true do thi, ta tien hanh xac dinh vi tri cua 
cac so" ltfdng tren true, sau do noi cac diem lai v6i 
nhau ta dtfdc bieu do gay khuc. 


Vi du: Lap bieu do gay khuc bieu hien su 
phat trien cua so" lucft ngtfdi doc, von tai lieu va 
lifdt sach hm hanh cua mot thuf vien tit nam 1983 
den nam 1998. True hoanh bieu thi thdi gian; true 
tung bieu thi so kfdt ngtfdi doc, von tai lieu va 
lu!dt sach litu hanh (ty le 1/1000). 


1988 


1993 


1998 


So liidt ngUdi doc: 10.000 ludt 
Von tai lieu: 70.000 cuon 
Litdt sach lUu hanh: 93.000 cuon 
Ludt ngUdi doc: 15.000 ludt 
Von tai lieu: 105.000 cuon 
Ludt sach lUu hanh: 140.000-cuon 
So" lifdt ngUdi doc: 35.000 ludt 
Von tai lieu: 120.000 cuon 
Ludt sach luu hanh: 180.000 cuon 


Bieu do the hien tinh hinh phat trien cua so 
lifuft ngUdi doc, Von tai lieu va ludt sach ltfu hanh 
cua mot thu yjen. 


n-(Qirv 
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0 


1988 


1993 


1998 


Bieu do the hien sii phat tri^n cua mot thif vien. 

7 - Bieu do hinh cot: 

La mot loai bieu do gom nhiing eg thing 
dting, cao thap khac nhau bieu't.hi sU thaydoi cua 
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mot dai litong trong khoang thdi gian nao do. 

De lap bieu do hinh cot bade dkw phai lap 
true bieu do theo kieu bieu do gay khuc. Sau do 
lay diem inoc da quy dinh theo cac nam d true 
hoanh doi chieu vdi true tung dung chieu cao cua 
cot. 

Vi du: Lap bieu do hinh cot so sanh ty le 
phat triencua thu vien thanh pho" va nong thon d 
3 nam 1995, 1996 va 1997 khi biet cac so lieu sau: 


280 

260 

240 

220 

200 

180 

160 

140 

120 

100 

80 

60 

40- 


1996 Thu vien tinh. thanh pho: 51] 
Thu vien nong thon: 100] 

1997 Thu vien tinh, thanh pho": 53 ] 
Thu vien nong thon: 150 ] 

1998 Thu vien tinh, thanh pho: 61 ] 
Thu' vien nong thon: 200 ] 

l —J T V lhanh pho 
1 ~~1 T.V ndng th6n 


151 


203 


<261 








3. Bieu dd hinh tron. 


Bieu do hinh tron la loai bieu do bieu thi cac 

• • 

van de cin so sanh trong hinh tron. 


Loai bieu do nay khac hai loai bieu do treri 6 
cho khong lap true do thi ma lai.ve hinh iron chia 
vong tron thanh 360°, cac dai lu'dng can dude so 
sanh se dude bieu thi bang cac do cua vong tron. 

Vi du: Lap bieu do hinh tron cua kho sach 
mot thtf vien v6i cac ty le sau: 

- Sach chinh tri, xa hoi: 25% = 90° 

- Sach khoa hoc ky thuat: 30% = 108° 

- Sach van hoc nghe thuat: 30% = 108° 


- Cac loai sach khac: 15% - 54° 
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Ch i/o?i g VI: 


KIlNHTE THU VIEN-THONG TIN 


I. Khai ni#m ve kinh te thu vien - thong tin 

Ban chat cua kinh te thu vien - thong tin. 

Thuat ngti "kinh te u hieu theo nghia rong 
dupe coi ia khoa hoc ve quan ly kinh te mot each 
hop ly, vay kinh te thu vien - thong tin la gi? 
TrUdc het phai khang dinh no la mot bo phan cua 
kinh te van hoa. Ma kinh te van hoa dude hieix la 
sU tong hdp nhUng kien thufc ve quan ly kinh te 
hdp ly trong nganh van hoa. Do do kinh te thu 
vien - thong tin cung dUdc hieu la su tong hdp cac 

kien thiic ve quan ly kinh te hdp ly trong lmh vuc 

« 

thu vien - thong tin. 

w 

Cac thu vien, cd quan thong tin la nhting cd 

quan khong true tiep san .xuat ra cua cai vat chat, 

song lai ia nhUng cd quan thong qua hoat dong 

phuc vu tai lieu cua minh gian tiep gop phan da’y 

manh cac hoat dong kinh te trong cac nganh san 

xuat khac nhau cua xa hoi. Do do thu vien va cd 

■ • 

quan thong tin dUdc nha nude bao cap 100% kinh 
phi cho hoat dong. 

Van de dat ra la quan ly kinh te trong Imh 
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vuc thu vien - thong tin la quail ly nhung cai gi? 

Ch^c ch&n r&ng, khi noi den quan ly kinh te 

thu vien - thong tin, can cU vao lao dong dac thu 

cua cac cd quan nay khong the de cap chfnh den 

viec tinh toan 16 lai nhu cac cd quan kinh doanh 

ma phai chu y t.6i che do tiet kiem trong cac hoat 

dong cua chung. Che do tiet kiem dude bieu hien 

ro net trudc het o' che do tiet kiem dien, nude, cac 

» • » 

van phong ph6m va cac phudng tien lao dong cua 

thu vien - thong tin. Song neu chi dimg lai 6 che 

do tiet kiem n&y thi ehUa du, bdi vi dieu do mdi 

chi la mot. trong nhung khia canh cua kinh te thu 

vien - thong tin. NhU vay, van de kinh te thu vien 

- thong tin con la van de phirc tap hdn rat nh.eu. 

* • 

Chung ta biet rhug. hang nam kinh phi 
♦ 

danh cho hoat dong cua cac thu vien va cd .juan 

thong tin khong ldn so v6i cac nganh khac. Song 

chung cung chiem hang chuc ty dong trong igan 

sach cua nha nude, Lam the nao de quan ly nguon 

> 

kinh phi nay mot. each hdp ly. Day chinh la li£m 
cot loi cua van de kinh te thir vien - thong tin 

• 

Noi den quan ly nguon kinh phi mot. each 
' hdp ly trUo'c het khong chi chu y den viec cat pam 
kinh phi hoac khong suf dung het kinh phi dude 
cap ma phai chu y den sii dung co hieu qua njuon 
kinh phi do sao cho chi phi chung mot. each hdp 
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Hien nay, viec siii dung kinh phf cap cho cac 
cd quan thu vien - thong tin khong ddn gian, vi 
no lien quan den mot so van de nhU: lap luan 
khca hoc ve dinh mute kinh phi. nhufng tieu chu^n 
qu> dinh viec chi tieu cho cong tac bo sung tai 
lieu, tuyen truyen gidi thieu sach ve nhufng hoat 
dong khac cua thu vien - thong tin. Ma nhiifng tai 
lieu, van ban nghien cufu, hudng dan ve cac van 
de nay hau nhu rat it, v5 neu co thi cung khong 
thong nhat chung cho cac thu vien - thong tin 
trong toan quoc. Bdi vay viec suf dung kinh phi 
dupe cap trong cac cd quan thu vien - thong tin 1 k 
khong giong nhau, Hdn nufa, che do phan cap 
quan iy cang lam cho viec cap kinh phf cho cac 
thu vien la khac nhau va kem theo no la viec chi 
phi nguon kinh phi do cho cac hoat dong cua cac 
cd quan thu vien - thong tin la rat khaqnhau. 


Chfnh vi vay, nhiem vu cua kinh te thuf vien 
- thong tin la tim nhufng tieu chu&n co lap luan 
khoa hoc de cap kinh phi cho cac loai hinh thu 
vien - thong tin khac nhau. Dong thdi tien hanh 
phan tich kinh te hoat dong cua cac cd quan nay 
tren nguyen t&c gia thanh cua cac ket qua thu 
dlfffc cao hdn chi phf cho hoat dong do. 


Ben canh viec tmh toan hieu qua kinh te cac 
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ket qua hoat dong cua thu vien - thong tin din 

ket hdp chat che v6i viec nghien ciiu nhung van 

de nhil: Tinh loi thdi cua tai lieu, dinh mule Itfdt. 

doc, ludt sach cho mUdn v.v... Bdi vi dieu do rat 
• • • • 

quan trong cho phep so sanh dude ket qua thi dua 
gitia cac thir vien, kiem tra viec thOc hien cac loai 
dinh mtic va'jcai tien dinh rmic. . 


2- Cac chi tieu kinh te cua cong tac thu vien - 
thong tin. 

Cac chi tieu kinh te la cac chi tieu phan anh 
hieu qua s \i dung dut trot lao dong, du trtf vat chat 
ky thuat va do trd tai chfnh cua cd quan thif vien 

- thong tin. 

Tinh chat chu yeu cua cac chi tieu kinh te la 
su bieu hien ve mat so ltfdng va danh gia cac 
phtfdng dien khac nhau cua viec phuc vu thit vien 

- thong tin trong hinh thuc tien te. 0 day tien trd 
thanh vat ngang gia doi vdi thdi gian lao dong. 
N6i mot each khac, tien dufdc so sanh ngang vdi 
thdi gian lao dong, cho nen de qui dinh gia thanh 
cong viec can tmh loan chinh xac thdi gian chi phi 
cho cac cong viec do (tinh toan cac tieu chu&n 
dinh mtfc de so sanh). 6 Lien Xo (cu). Ngiidi ta 
chia chi tieu kinh te trong cd quan thd vien - 
thong tin thanh cac chi tieu tong hdp va cac chi 
tieu rieng biet. 
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Cac chi tieu tong hop bao gom: 

- Tong so tien chi phi' cho cac khoan sau: 

+ Tien lufdng thang cua can bo 

+ Phu cap ltfdng (tien bao hiem xa hoi) 

+ Tien cho van phong pham 

+ Tien cong tac phi 

+ Tien mua sam trang thiet bi 

- Tien chi phi trung binh cho mot ngtfdi dan 
song trong pham vi hoat dong cua cd quan thu 
vien - thong tin. 

- Gia thanh phuc vu cho mot ngUdi dung tin 

4 

- Chi phi cho mot ludt den cua ngUdi dung tin 

- Chi phi cho viec thuc hien mot lan cho 
mudn tai lieu. 

Cac chi tieu tong hdp dude tinh bang each: 
Lav tong so" tien dude cap theo du toan.cua thu 
vien trong mot nam (tru’ cac khoan xay dung cd 
ban v& mua sam trang t.hiet bi) chia cho so lUdng 
ngudi doc, lUdt den va ludt cho mudn sach. 

Vf du: Tinh gia thanh phuc vu cho mot ngUdi 
dung tin tinh bang edng thufc sau: 

T 

- GT ngUdi dung tin = vr 
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GT- gia thanh phuc vu cho mot ngtfdi dun:g tin 
T - Tong so tien ditdc cap theo dii toan 
* N dl - Ngudi dung tin 


Tifdng ti i nhu' vay ta co cac cong thitc de tinh 

gia th&nh cho mot litdt den va mot lan cho muon 

tai lieu. 

* 


Cac chi tieu kinh te rieng biet la cac chi tieu 
chia theo cac dang cong tac. bao gom ca cac qua 
trinh va cac thao tac cu the. 


Co the tinh ditdc gia thanh cac dang cong tac 
rieng biet. cua cd quan tint vien - thong tin nhit: 
Cong tac bo sung, xrf ly, phan loai tai lieu v.v... 
cung nhu chi phi trung binh cho mot ddn vj cong 
tac do. Vi du: Chi phf cho viec xu’ ly mot cuon tai 
lieu, thuc hien mot lan tra cdu, phan loai mot 
cuon tai lieu v.v... 

Cu the: Tinh gia thanh trung binh cun mot 
ddn vi cong viec ditdc tfnh bang each: Lay tong gin 
thanh chi phi cho toan bo cong viec do chia cho 
san pham lam ditdc (ttic la ket qua thutc hien cua 
cong vi£c do) theo cong thtic sau: 

Gi 

G 


r Tb* 


TBbs 


r TBbs* 




Gia thanh trung binh bo sung mot tai 


lieu 
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GT hs : Tong gia thanh chi phi cho viec bo sung 
S (>> : So sach bo sung dude 


Khi tmh gia thanh cac dang cong tac rieng 
biet can ti'nh den tat ca cac qua trinh va cac thao 
tac thuoc loai cong viec do. Vi du: Bo sung sach co 
cac thao tac sau: Doc va chon liJa tai lieu theo cac 
bang gidi thieu tai lieu cua cac nha xuat ban, 
thong ke lai cac tai lieu da lua chon, duyet tai lieu 
I ufa* .chon hoac dang ky von tai lieu co cac thao tac 
nhu: ghi tai lieu vao so dang ky, viet so dang ky 
len trang ten sach va trang thd 17 cung nhu: ghi 
tren cac nhan tai lieu dan d gay va d goc tren ben 
traixua cuon tai lieu v.v... 


* Chu y: Tong gia thanh chi phi cho cong tac 
rieng biet nay hoac cong tac rieng biet khac ditdc 
hinh thanh tit hai phan: 

+ Chi phi trkc tiep (tien tra cho viec thuc 
hien cong viec do va cac chi phi khac co lien 
quan). 

Vf du: Tien chi phi triic tiep cho cong tac bo 
suing bao gom: tien mua tai li£u va tien chi cho 
vie*c van chuyen tai lieu ve cd quan thuf vien - 
tho>ng tin, tien ph§n tram cho ngtfdi trxic tiep di 
bo sung. 

+ Chi phi gian tiep la tien phuc vu cho-viec 
thufc hien mot khau cong viec do. 
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Vi du: De bo sung ditdc tai lieu co the’ piai 
chi tien dien thoai giao dich, tien mua cac dsnh 
muc gidi thieu tai lieu, tien mua cac van phong 
pham v.v... 

«) 

Nhu vay, tong gia thanh chi phi cho mot 
khau cong tac dtfdc tinh b&ng each: lay tong so' 
tien chi phi .trtfc tiep cong vdi'tong so tien chi phi 
gian tiep. 

Hai loai chi tieu kinh te tong hdp va rieng 
biet la hai chi tieu phan anh hieu qua chi phi tien 
cua cd quan thuf vien Lien Xo (cu). Tuy nhien 
phtfdng phap tinh toan cac chi tieu nay chita dtfdc 
cong nhan dhinh thtic. Do do, no cung chi la: cac 

* * ‘i 

phitdng phap tinh toan tham khao. 

O Viet Nam chua cd mot tai lieu nao nghien 

ctiu tinh toan cac chi tieu nay, do do it nhieu kirn 

' ¥ 

ham viec nghien cdu kinh te thuf vien - thong tin. 

Van de la d cho, can tap trung nghien ctru 
cac chi tieu nay vi no co y nghia ldn trong viec 
phan anh su chi phi cho cac hoat dong dude bieu 
hien b&ng hinh thiic tien cung nhu: phan tich moi 
tUdng qiian gitfa ket qua hoat dong vdi chi phi San 
xuat trong cac cd quan thu vien - thong tin. 


J- Phan Hch kinh te ket qua hoat dong trong thu 
vien • thong tin 
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Ngny nay. viec quan ly khoa hoc hien dai 
hoat dong cua cac cd quan thu! vien - thong tin 
khong the tach khoi viec ap dung cac phufdng 
phap kinh te. bdi vi cac phufdng phap nay co the 
anh htfcfng true tiep tdi hieu qua s\i dung du trtf 
vat ch3t ky thuat, lao dong va d \1 truf tai chfnh 
cua cd quan thtf vien - thong tin. Mot trong 
nhufng don bay quan trong cua viec quan ly nay la 
phan tfch kinh te cac ket qua dat dufdc cua cd 
quan thh vien - thong tin. 

Phan tfch kinh te bieu hien nhif chufc nang 
tfch cue cua quan ly su nghiep thuf vien - thong 
tin, no ditdc thuc hien d giai doan chuan bi, tiep 
nhan, thufc hien va danh gia ket qua cua cac 
quyet dinh quan ly. Tuy nhien can nhan manh, d 
mot chung mUc dang ke, phan tfch kinh te mang 
thih tudng doi, bdi vi cd quan thu vien - thong tin 
khong san xuat ra cua cai vat chat ma san xuat 
ra cac dich vu, cac dich vu nay thuefng thudng 
khong bieu hien trong hinh thde ket qua cuoi 
cumg thong nhat. Hdn nda, cac. dich vu thu vien - 
thu muc cd ban do thu vien - thong tin dUa lai, lai 
khong mat tien. do do da lam mat di tieu chuan 
kirah te quan trong. do la: Su bu von. Chfnh vi 

khi sii dung phan tfch kinh te khong nen 
tuyet doi boa cac ket qua thu nhan dude. 

Trong tu dien thuat ngu ” Quan ly sit nghiep 
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thtf irien" cua Lien Xo (cu) nam 1985 dinh nghia 
ve phan tich kinh te nhif sau: Su tong hdp cac 
phuoiig phap hinh thanh va xii ly cac du lieu ve 
hoat dong cua nganh (he thong thu vien, cac thu 
vien), dam bao danh gia khach quan hoat dong 
cua chung, xac dinh cac khuvnh hudng phit trien, 
dat ra cac nhiem vu trUdc chung, phat hiei cac du 
tru nang cao nang suat lao dong va sii dung du 
truf. 

De nghien cdu hoat dong kinh te cm cac cd 
quan thu vien - thong tin, phan tich kinl te dua 
vao cac chi tieu dat. ra trong ke hoach va Long cac . 
tai lieu bao cao thong ke. 

Doi tUdng nghien cuu cua phan tich kinh te 
ia cac du truf vat chat ky thuat. lao dong vi du tru 
tai chinh (tien) cua cac cd quan thu vien - thong 
tin. 

Muc dich cua phan tich kinh te Long cd 
quan thu vien - thong tin la danh gia khadi quan 
ket qua cua eong tac thu vien - thong tn trong 
moi tUdng quan v6i du trU hien co va phathien du 
trut nham cai tien boat dong cua thu vien- thong 
tin. 

« • 

Nhiem vu cua phan tich kinh te. bao*om: 

- Nghien cdu cd sd du tr\3 chu yev cua cd 
quan thu vien - thong tin. 
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- Phan tich chi phi cua . cd quan thu vien - 
thong tin (chu yeu la cac khoan duf toan) 

- Danh gia tong ket hoat dong cua cd quan 
thuvien - thong tin tren cd sd tUdng quan ket qua 
dat. liior va chi phi san xuat. 

r 

Phan tich kinh te co nhutng dac diem cd ban 

sau: 


- Sd dung he thong cac chi tieu phan anh cac 
phiidng dien hoat dong kinh te cua cd quan thu 
vien - thong tin; 

- Nghien ctfu sur thay doi cua cac ch?,tieu nay; 


- Phat hien va do mol quan he qua lai giOa 
cac chi tieu tren va gitfa cac-dinh mdc chi phi tien 
(chomot ngUdi dan. mot ngiidi dung tin, mot lupt 
den v.v...) 


Cu the, trong cac thu vien - thong tin co the 
dua ra cac chi tieu kinh te nhu: Mtfc do chi phi, 
thdigian chd dpi tai lieu cua ngUdi dung tin, gia 
thanh cho mUdn I cuon tai lieu, phuc vu mot ludt 
den :hu vien cua ho, $6 lupng tai lieu do mot can 
bo thu vien phuc vu v.v... 

Tom lai, trong cac cd quan thu vien - thong 
tin muon danh gia mot each khach quan cac ket 
qilT d§ dat dupe ve mat so luptig de de ra cac 
quye" dirth quan ly dung ddn; muon xac dinh dupe 
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mdc do hieu qua cua viec sU dung du tru lao dong 
va vat ch&'t, danh gia dude ket qua chi phi tai 
chfnh v.v... thi dtit khoat phai dua vao phan tich 
kinh te. 

Chinh vi vay phan tich kinh te dong vai tro 
rat quan trong trong hoat dong kinh te cua cac cd 
quan thu vien - thong tin. 

Phan ti'ch kinh te la cong viec cua bo phan hanh 
chinh tong hdp trong cac cd quan thu vien - thong tin 
ldn, la cong viec cua cac can bo lanh dao trong cac thu 
vien - thong tin cd nho va la cong viec cua cac chuven 
vien cao cap d cac cd quan cap tren. 

II- Kinh phi cua co quan thu vien - thong tin 
trong giai dogn hien nay 

1- Nguon kinh phi cua caqitan thu vien-thong tin 

Kinh phi' cua cd quan thu vien - thong tin la 
mot khoan tien ma cd quan thu vien - thong tin 
dude cap theo du toan hang nam nham dam bao 
,cho hoat dong cua cd quan diidc tien hhnh mot. 
each binh thtfdng. 

Kinh phi la mot trong nhung yeu to (von tai 
lieu, tru sd, trang thiet bi, can bo thu vien, ngUdi 
dung tin) duy tri hoat dong cua cd quan thu vien - 
thong tin. Kinh phi dpng vai tro rat quan trong, 
dac biet la doi voi cd quan thu vien - thong tin, 
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bdi vi cd quan thu vien - thong tin la cd quan 
kliong true tiep san xuat ra cua cai vat chat. Song 
lai la co quan van boa, giao due va thong tin khoa 
hoc thuc hien nhiem vu "nang cao dan trf, thong 
tin khoa hoc ky thuat va boi ditdng tu tUdng tinh 
cam va tham my cao dep cho ngudi doc” . Chinh 
vi vay thieu kinh phi de bo sung tai lieu, tra 
luong cho cac can bo va mu a sam trang thiet bi 
v.v... thi cd quan thu vien - thong tin khong the 
boat dong dude tot. 


Nhdng nam qua, trong dieu kien kinh te thi 
trudng, mac du nganh thu vien - thong tin gap 
nhieu kho khan, song vdi sU quan tam cua Dang 
va Nha nude, nganh thu vien vSn dude cap 100% 
kinh phf cho boat dong. Theo thong tu Lien Bo, 
Bo Van boa - Thong tin - The thao va Bo Tai 
chinh, so 97/ TTLB VHTTTTDL - TC ngay 15 
thang 6 n5m 1990 "vg vice hitdng dan che do quan 
ly tai chinh vd chinh sdeh dan tii cua nha nUdc 
doi u&i thi/ vien cong cong " loan bo cac thu vien 
cong cong thuoc Bo Van hoa - Thong tin dito'c 
hu'dng kinh phi 100%. Day la van ban dau tien 
chinh thtic qui dinh so" tien dude cap theo dinh 
-rmte dau sach, bao doi vdi moi hang thu vien 
(nghia la, can cut vao dinh muc dau sach, so" ban 


* Thong fu Lien Bo Van hoa - Thdng (m - The thao va Du lich - Bo 
Tai chinh ScS 97 TTLB/ VHTTTTDL TC ngay 15 thang 6 natn 1990 
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cua moi hang thu vien de cap kinh phi). 


Hien nay, theo che do phan cap quan ly, 
kinh phi cua cac thu vien thanh pho, tinh dUdc Sd 
Van hoa tinh, thanh pho" cap. Viec cap kinh phi 
nhu vay khong the khong tranh khoi tinh trang 
kinh phi cho cac thu vien la khong giong nhau 
(mpc du da co dinh mdc) vi phu .thuoc vao ngan 
sach cua thanh pho, tinh do. 


Ngoai cac thu vien thanh pho, tinh, huyen 
dupe nha nude cap kinh phi' con lai cac thu vien 
xa, phudng do nhan dan dong gop de xay dung. 
Cac can bo thu vien xa, phudng thtfdng la do 
nhulng ngUdi nhiet tinh (vi du: ve huu...) tu 
nguyen dam nhan. 

Cung nhu cac thu vien - thong tin thuoc Bp 
V&n hoa, cac cd quan thu vien - thong tin chuyen 
nganh nhan kinh phi 100% cho hoat dong tit nj^an 
sach nha nude thong qua cd quan chu quan. Hang 
n£m cd quan chu quan tuy thuoc vao ngan sach 
cua minh ma cap kinh phi cho thu vien - thong 
tin theo du toan ma cd quan thu vien - thong tin 
lap. 

2- Du toan kinh phi cua ca quan thu vien thong tin 


Du toan kinh phi cua cd quan thu vien - 
thong tin la ke hoach tai chinh dong thoi la van 
ban chu yeu de xin cap kinh phi cho cac boat ddng 
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ciiathu vien - thong tin. 

Du toan kinh phi hang n£m cua cd quan thu 
viei - thong tin phai ditdc dat ra tu quf IV cua 
narr trUdc de du' loan dupe duvet kip thefi vao 
nan sau. Theo thong tu' so 97/TTLB/ VHTT-TT- 
DL-TC, enc thu vien cong cong da dude phan loai 
xep hang theo thong tu Lien Bo so' 1043 ngay 5 
thang 5 - 1989 phai lap ke hoach hoat dong hang 
nam co phan ra cac qui va du loan chi phi kem 
thee. Cac ke hoach phai duo’c cd quan quan ly cap 
tren cung cd quan tai chfnh dong cap xet duyet. 

Sau khi ke hoach dude, duyet, cd quan tai 

chfnh co trach nhiem cap phat kinh phi dam bao * 

hoai dong binh thudng cua cac thu vien. Viec chi 

tieu cua cac thu vien phai dam hao dung muc dfch 

va ke hoach da dude duyet. 

* % */ * 


Cung theo thong tu nay, phitdng thtic dan tit 
nhUsau: • 

Muc cap phat kinh phi thitdng xuyen bang 
von mua sach, bao cong chi phi hoat dong thitdng 
xuyen hdp ly. 


a- Von mua sach bao gom: an pham va tai 
lieu ghi tren giay (sach, bao, tap chi, ban do, 
trdnh phien ban, anh chup.,,), tai lieu bring vi 
phim, bang tvt, dia ghi am va cac vat mang tin 
khac. 
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b- Chi phi hoat dong thuhng xuyen gom: 

+ Tien itfdng va cac khoan phu cap ludng 
theo che do hien hanh. 


+ Chi cho cac hoat dong nghiep vu thu vien. 

+ Mua nhting phitdng tien phuc vu do von 
sach v& ludng ban doc tang hang nam. 

+ Chi phi quan ly hanh chinh. 


Viec xac dinh mtic von mua sach, bao va chi 
phi hoat dong thtfdng xuyen hdp ly do cd quan 
chu quan va cd quan tai chinh cung cap xem xet 
theo thng loai hmh thu vien, theo ke hoach hoat 
dong hang nam hoac on dinh mot so nam tren cd 
sd cac che do hien hanh va gia ca tai dia phUdng. 


De khai thac va luan chuyen co hieu qua so 
sach, bao, tap chi, tap san trong toan tinh, hang 
nam, thu vien tinh lap du tru kinh phi mua sach 
bao cho cac thu vien huven thuoc tinh quan ly va 
to chirc luan chuyen sach bao cho cac huyen. 


- Ngoai khoan kinh phi thufdng xuven noi 
tren, hang nam cd quan chu quan va cd quan tai 
chinh cung cap co trach nhiem hucing dan cac thu 


vien l&p ke hoach xin von dau tu xay dung cd bah 
va kinh phi mua sam tai san co" dinh ho£c stin 
chua lo'n trinh Uy ban Nhan dan cac cap xet 
duyet. Can cti vao ke hoach dude duyet, cd quan 
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taii jhinh cac cap co trach nhiem cap phat day du 
ki,nh phf de xay dung nha thu vien, kho tang va 
muA s&m trang thiet bi, phucfng tien hoat dong 
nhu may chu, may doc, vi phim, may sao chup... 


Ben canh kinh phi dupe cap cho cac thu vien 
- >thong tin chi cho cac khoan tren, cac thu vien 
dmh, thanh pho con dupe thu mot so" khoan theo 
comg van so" 625/VH/TV cua Bo V&n hoa ngay 8 ’ 
thiang 5 nam 1989 nhu sau: 


/ - Le phi sudung thu vien : 


Toan bo kho sach voi tat ca cac phuong tien 
ky v thu at; tien cap va dang ky lai the 

2- Dich vu thumuc va thong fin khoa hoc: 


- Bien'soan cac thu muc, tai lieu thong tin 
khioa hoc theo chuyen de hoac de tai cho cd quan. 
ham nganh. 

/ i 

- Lam tom tat, tong thuat., dich thuat cac 
comg trinh nghien cdu cua nude ngoai ve khoa hoc 
- Iky thuat cung nhu van hoa - nghe thuat theo 

yew cau cac ban dat. 

■> • 

- To chtic moon sach, tai lieu gii3a cac thix 

\ ie;n, sao chup, danh may cac tai lieu de ban doc 
sd dung. 

j- De xay clung them quy doi song cd the mo 
fhenri cac hoqt dong dich vu khde mo huy dong von tu 
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co ngoai kinh phi nhd nude cap 

a- Quay cho mudn sach co thu tien doi vdi 
cac tac pham van hoc ma nhu cau ban doc jua 
idn, kho mUdn cua thir vien khong dap dug dioc. 
Ngoai tien ky cUdc theo gia sach, ngudi mufdn 
phai tra tien tinh bang 50% gia sach moi njay.. 
Truong hdp lam mat ho&c hu hong ngUdi mudn 
phai den theo noi quy cua thu vien. 

b- Quay gidi thieu sach mdi, trao doi sich, 
thu muc cac tai lieu ket hop dai ly ban sach, cac 
van hoa pham, hoc ph&m va cac vat pham van 
hoa khac. 

c- Qu&y ban cang tin phuc vu ban doc net co 
veu cau va dieu kien 

Khoan thu le phi sU dung thu vien phai cuoc 
dung de dong sach. tu bo sach, cac boat cong 
tuyen truyen... Con tien thu dude tuf cac did vu 
dUdc tmh ra mot phan de boi dudng cho lhoi 
lufdng cong viec can bo lam ngoai gid. So" cor Ini 
nhap vao khoan thu le phi sii dung thu vien. 

Doi vdi cac cd quan thong tin chuyen nginh 
cac du toan chi phi cung dude lap kem theo va ke 
hoach hoat dong hang nam cua cd quan do. 

Nhin chung cac khoan chi va thu cumg 
khong nlm ngoai cac khoan chi va thu doi vdicac 
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thtf .den cong cong thuoc Bo Van hoa. Tuy nhien 
cac \ui dinh cu the ve cap kinh phf cho cac cd 
quai nay con tuy thuoc vao cd quan chu quan. 

HI- Marketing trong thu vien - thong tin 


/- Khdi niem chung ve Marketing 


Hien nay, trong cd che thi trUdng van de ap 
dum Marketing dufdc coi la van de song con cua 
cac lout dong kinh te. 

Vay Marketing la gi? hoat dong nao can den 
Marketing? 

Thuat ngti Marketing xuat phat tv t thuat 
ngtitieng Anh ’’Market" - ttic la thi trtidng. 


Trong tieng Viet. Marketing dtfdc nhieu 
ngtfoi dich la "tiep thi" vdi y muon nhan manh cac 
khia canh nghien ctiu, nam bat thi trUdng nham 
tieuthu cac san phstin va dich vu nhat dinh. 

Trong cac tai lieu, dac biet la cac tai lieu ve 
kinh te dua rat nhieu dinh nghia ve Marketing 
kha< nhau. Cho den nay vln chtia co mot dinh 
nghia hoan chinh ve Marketing. Tuy nhien mot 
dieu d§ nhan thay trong cac dinh nghia deu nhan 
manh, htfdng tdi ngtfdi tieu dung (nghia hep) va 
sa hoi (nghia rong) cung nhtf dap ting nhu cau 
cua ao>. Noi mot each khac, nghien ctiu cac dinh 
righi3 ve' Marketing co the rut ra ket luan chung 
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la: (5 dau co hoat dong nam bit va dap ung nhu 
cau xa hoi la d do cin co hoat dong Marketing. 

Tmh than cd ban cua Marketing djdc xac 
dinh bing cong thtic san xuat nhutng cai co the 
ban dude ban nhanh, ban vdi gia cao ch \l khong 

9 

phai la gan cho ngUdi mua/ ngufdi tieu dung, 
nhufng gi da, dang va se san xuat ra. 

Mffc dfch cua Marketing la dam bao mtic do 
lai xuat de ra, kiem tra tfch cue thi trudng va gia 
ca. 

De thuc hien muc dfch cua ininh, Marketing 
thi hanh cac nguyemtac sau: Nang cao tirh mem 
deo cua san xuat; thay doi nhanh chong mat hang 
san pham phu hdp vdi yeu cau cua ngUdi dung 
tin; ap dung linh hoat ky thuat va cong nghe mdi 
trong san xuat; san pham san xuat ra di'dc tieu 
dung ngay. 

Tom lai, Marketing dong vai tro quaa trong 
trong cac cong ty, doanh nghiep. No la cong cu 
phuc vu dac lUc cho kinh doanh, no la caj khong 
the thieu dUdc cua hoat dong kinh doanh co ke 
hoach. Nhd co Marketing, cac cong ty y doanh 
nghiep phat hien nhutng nhu cau cua ngUdi mua, 
tao sut bien chuyen stfc mua vao yeu ciu cu the 
doi vdi hang hoa hoac dich vu, gift dude moi quan 
he lau dai giola ngUdi mua va ngUdi ban. 


182 



2- Marketing trong thu vien - thong tin. 

a - Ban chat, muc dfch, y nghla: 

Vdi y nghia la "bf quyet tao nen thang ldi", la 
cong cu phuc vu dac lUc cho viec nang cao hieu 
qua hoat dong cua cac to chtic, cac cd quan phi 
thudng mai nhU: chlnh tri, ngoai giao. quoc 
phong, van hoa, the thao v.v..., trong do co cac cd 
quan thu vien - thong tin. NgUdi ta da chinh thtic 
dua viec ap dung Marketing vao cac cd quan thu 
vien - thong tin vao nhhng nam 70 cua the ky 20 
nay 

Cac nha nghien citu chia Marketing thu vien 
- thong tin thanh ba hdp phan chu yeu: 

1- Phan tfch nhiem vu cua cac cd quan thu 
vien - thong tin (vdi muc dlch danh quyen Uu tien 
cho cac hoat dong phuc vu ngUdi dung tin; xac 
dinh anh hUdng canh tranh cua cac cd quan van 
hoa - giao due khac vdi cac cd quan thu vien - 
thong tin; du bao cac nhan to chu yeu cd anh 
hudng manh tdi cac hudng va noi dung cong tac 
cua cd quan thu vien - thong tin). 

2- Phan tich thi trUdng thong tin - moi 
trUdng tiem tang cua tac dong thu vien - thong 
tin (nh&m muc dich xac dinh anh hudng cua cac 
cd quan thu vien - thong tin tdi ngUdi dung tin va 
ngufdc lai). 
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3- Phan tich cac nguon dii trtf hien c6 (/6i 
muc dich xac dinh mifc do dap ting khoi Itidngva 
cd cau dich vu thi t vien - thong tin, xac dinh t.eu 


chuan chat Itidng cJin thiet cua chung doi - T di 
ngtidi dung tin). 


Xuat phat tti ly luan chung ve Marketing va 
thtic te ting dung chung trong cac cd quan thong 
tin thu vien ngtidi ta hieu Marketing thu viei - 
thong tin nhit sau: 


Marketing thtf vien - thong tin la mot detig 
dac biet cua hoat dong quan ly sang tao, dua tien 
s \1 phan tich to chtic - kinh te tong hdp, tren iii 
bao nhu cau va kha nang dap ting nhu cau to ? 
dong thdi dtia tren ea stf quang cao cac dich vu 
cung cap cho ngtidi dung tin. 

Muc dich cuol cung cua Marketing thtf viei - 
thong tin la kich thich co hudng dich t6i nhu qui 
thong tin, giup cac cd quan thif vien - thong in 
thich nghi v6i viec thay doi cac nhu c£u khachi 
quan cua xa hoi, thay doi cac yeu c&u cua ting 
nhom ngtfdi dung tin cu the. 

Marketing thu vien -• thong tin khong nhing 
gop ph£n phat trien dtfdc each thtic giao tiep ldp> 
ly nhat gitia ngtfdi thUc hien cac san pham vai 
dich vu thti vien - thong tin (cac cd quan thit vsni 
- thong tin) va ngufdi s xi dung chung (ngtidi d)c,, 
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ngudi dung tin) ma con dap Ung dude tinh than cd 
ban cua Marketing la cung cap cac san pham va 
dich vu thu vien - thong tin trong nhQng trifdng 
hdp ma ngUdi sii dung tiem tang can thiet va Ua 
thich chu khong cung c&'p nhuing san pham va 
dich vu bat buoc doi vdi ho. 


ThUc chat cua. Marketing thu vien - thong 
tin khong phai la khai thac ldi nhuan ma chfnh la 
phat hien va dap ufng nhu cau thong tin, dam bao 
cung cap day du, co chat ludng nhutng thong tin 
c&n thiet cho tat ca nhiing ngtfdi dung tin. 

h- Cac hudng si/ dung Marketing trong co quan 
fiur vien - thong tin : 

Hien nay co rat nhieu htfdng su: dung 
Marketing trong thu vien - thong tin: Theo chung 
toi trUdc mat cac cd quan thu vien - thong tin can 
tieii hanh sii dung Marketing d mot vai khia canh 
sau: 


1- Sii dung Marketing trong phan nhom 
ngudi dung tin, dUa lai nhtfng kha nang xac dinh 
nlhting dac diem khac nhau ve nhu c§u, sd thich 


cua tting doi tuong dung tin. Dong thdi xac dinh 
dude khoi lUdng ngUdi dung tin cung nhu so* ludng 

*}) *9 v 

san pham thu vien - thong tin ma moi nhom 
iigiidi dung tin se sii dung. 


2- Dua Marketing vao nghien cutu nhu c&u 
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ngUdi dung tin va tien tdi thoa man cac nhu c&u 
do b&ng hoat dong dat hieu qua cao trong viec 
phuc vu ngudi dung tin. O khfa canh nay, 
Marketing thuc hien nhiem vu khai thac cac nhu 
cau thong tin va xac dinh miic do thoa man cac 
nhu cau do. 

3- S£t dung- Marketing trong quan ly san 
pham va dich vu thu vien - thong tin cho phep 
xac dinh so luqng, chat ludng cac san pham va 
dich vu cung nhu sU da dang hoa cua chung ve 
the loai, gop phan thoa man day du va dap ling 
dung yeu c&u cua ngudi dimg tin. 

4- Ap dung Marketing trong viec quan ly 
kinh te su nghiep thu' vien - thong tin, la mot van 
de het syic mdi me va phdc tap. Bdi vi, khong phai 
cd quan thu vien - thong tin nao cung nhan thvtc 
dude het vai tro cua kinh te trong hoat dong cua 
minh. Can nhan thiic rang viec dUa Marketing 
vao quan ly kinh te sU nghiep thu vien - thong tin 
khong nhiing deni lai hieu qua hoat dong toi Uiu. 
tren cd sd tiet kiem, ngan sach cua alia nude, na 
con gop ph&n xac dirih moi tUdng quan toi u gifia 
viec khong phai tra tien va phai tra .tien trong 
phuc vu thir vien - thong tin. Noi mot each khac, 
vdi sU giup dd cua Marketing trong cac cd qcam 
thu vien - thong tin se hinh thanh diidc danh nine 
cac dich vu thu vien - thong tin can thiet cvng 
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nhif xac dinh dtfdc gia ca hdp ly cua chung doi v6i 
ngUdi dung tin. 

Viec dtfa Marketing vao lanh vutc thtf vien - 
thong tin vcfi day du cac hirdng tren la viec het 
sijfc can thiet. Bdi vi chi co tren cd sd ap dung 
Marketing, cac cd quan thit vien - thong tin mdi 
thuc su la lam viec vdi ngUdi dung tin va vi ldi ich 
cua ho - Muc dich chmh cua hoat dong thd vien - 
thong tin. 
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Ckuong VII 


CONG TAC DAO TAO, HUONG l>AN 
NGHlfiP VU VA CONG TAC THANH 7RV 
THU VIEN - THONG TIN 


A- CONG TAC DAO TAO VA HUOflG DAN 

NGHIEP VU 

* • 


I - Khai quat ve cong tac dao tqo cat b6 thu 
vien - thong tin 6 Viqt Nam 

Tai Dai hoi dai bieu toan quoc l&nthtf IX 
cua Dang, bao cao chfnh tri cua Ban ch;p hanh 
Trung Udng Dang khoa VIII da chi ro: “Plat trien 
giao due va dao tao la mot trong nhung tong luc 
quan trong thuc day sii nghiep cong nghep hoa, 
hien dai hoa la dieu kien de phat huy ngion liic 
con ngiidi - yeu to" cd ban de phat trien xa hoi. 
tang trifdng kinh te nhanh va ben vUng’\ £hmh vi 
vay, cong tac giao due va dao tao dong va tro rat 
quan trong trong viec phat trien nhan hie, boi 
dudng nhan tai cho dat nude. 


Cong tac dao tao can bo nganh thi vien - 
thong tin d nude ta bat dau t \i nhufng nan 1959 - 
1960. Ldp hoc dau tien vdi hdn 30 hoc vien do 
chuyen gia Lien Xo giang dUdc to chdc nam 
1960. Cac hoc vien tot nghiep tit khoa ho rflay la 
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nhOtng ngUoi nong cot cho su phat then nganh 
thu vien - thong tin sau nay. 


V<6i be day lich sut tren 40 nam nganh thu 
vien - thong tin da dao tao cho nUdc nha hang 
nghin can bo co trinh do chuyen mon ve thi i vien 
- thong tin d trinh do trung cap va dai hoc. Chi 
tinh rieng so sinh vien dai hoc nganh thu vien - 
thong tin da va dang dUcfc dao tao tai khoa thu 
vien - thong tin TrUdng Dai hoc Van hoa Ha Noi 
trong 5 nam (1995 - 2000) la 700 sinh vien. 


Hien > ai viec dao tao can bo thu vien dUdc 
• • • » * 

tien hanh theo hai cap do. Can bo co trinh do 

trung cap thu vien dude dao tao tai cac trudng 

Trung hoc Van hoa nghe thuat dia phUdng va can 

bo co trinh do dai hoc thu vien dude to chdc dao 
• * • • • • » 

tao b cac ed sd sau: Khoa Thong tin-Thu vien 
trudng Oai hoc Van hoa Ha noi. khoa Thong tin- 

4 

Thu vien trtfdng Dai hoc Khoa hoc xa hoi va Nhan 
van Dai hoc quoc gia Ha noi. khoa Thu vien - 
Thong hoc tin trudng Dai hoc Khoa hoc xa hoi va 
Nhan van Dai hoc Quoc gia thanh pho* Ho Chi 


Minh, khoa Thong tin-Thu vien trtfdng Cao dang 
Van Hoa thanh pho Ho Chi Minh; khoa Thong tin 
hoc va Quan tri thong tin trUdng Dai hoc Dan lap 
Dong Do Ha noi. 


Ngoai cac cd sd dao tao chinh nhu tren, can 
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bg thu vien - thong tin cua nganh con dutfc dao 
tao va boi dudng nghiep vu trong cac 16p ng&n 
han md tai Thuf vien Quoc gia va trung tarn thong 
tin tit lieu khoa hoc va cong nghe quoc gia. 


1. Khoa Thong tin-Thu vien truong Dai hoc Van 
hoa Ha Noi: 


Nam 1959 khoa Thu vien trUdng Ly luan 
Nghiep vu cua Bo Van hoa (ngay nay la khoa Thu 
vien - thong tin tritbng Dai hoc Van hoa Ha noi) 
dude thanh lap. Day la cd s5 dao tao can bo thu 
vien bac dai hoc he chinh qui lau ddi nhat. V6i 
doi ngu can bo dong dao dUdc dao tao co chat 
ltfdng, khoa Thu vien trUdng Dai hoc Van hoa Ha 
noi da dao tao dude hang nghin sinh vien phuc vu 
cho cac loai hinh thu vien khac nhau. Giai doan 

* • 9 

i960 - 1990'khoa Thu vien dao tao can bo cho thu 

• i « 

vien khoa hoc va thu vien pho thong. Tit nam 
1991 muc tieu dao tao cua khoa la dao tao cac 


sinh vien theo ba hudng: can bo thu vien khoa hoc 
tong hdp, thu vien chuyen nganh va thu vien 
trUdng hoc. Nam 1992 muc tieu dao tao can bo 


thu vien khong thay doi, song trong chifdng trinh 
dao tao da co sU thay doi rat nhieu ve mat noi 
dung th§ hien xu hudng hoa nhap cong tac thu 


vien vdi cong tac thong tin. 


Tit nam 1997 den nay, muc tieu dao tao ciia 
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khoa Thu vien da dude thay doi. Khoa co nhiem 
vu dao tao nhutng can ho co the lam viec d cac cd 
quan thu vien thong tin hoac trong thiet che hdp 
nhat gitfa thu vien va thong tin. 

Sinh vien khoa Thu vien dupe tuyen..tu cac 
khol C va D. Thdi gian dao tao la 4 nam. Sinh 
vien ra trUdng v6i hai hinh thtic thi: viet khoa 
luan va thi tot nghiep. 

2. Bp mon Thong tin-Thir vien trirung Dai hoc 
Khoa hoc Xa hoi va Nhan van Dai hoc Quoc gia Ha Noi 



thuoc khoa Su trUdng Dai hoc Tong hdp Ha noi. 
Cd sd dao tao nav da dao tao can bo thu vien bac 
dai hoc chinh quy cho cac thu vien khoa hoc tong 
hdp va thu vien chuyen nganh tit nam 1973 den 
nam 1983. Giai doan nay chudng t.rinh giang day 
chuyen sau ve thu vien hoc va thu muc hoc. 

Ttr nam 1984 - 1996 trUdng Dai hoc Tong 
hdp Ha noi (ngay nay la trUdng Dai hoc Khoa hoc 
Xa hoi va Nhan van Dai hoc Quoc gia Ha noi) tarn 
dung dao tao can bp thu vien dai hoc chinh qui 
'viec dao tao nay dUdc chuyen giao cho khoa Thu 
vien TrUdng Dai hoc Van hoa Ha noi) con tiep tuc 
ciao tao tai chuc chuyen nganh tin hoc - thu vien - 
thdng tin cho cac trUdng dai hoc va cac cd quan 
trung Udng. Td nam 1997 den nay bo mon thu 


13- QLTV 
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vien - thong tin lai dao tao can bo thu wien - 
thong tin he chmh qui. 


Sinh vien dtfdc tuyen vao khoa t\i khol C va 
D. Sinh vien tot nghiep ra trUdng co the dam 
nhiem tat ca cac khau cong tac tit to ckifrc dieu 
hanh den trite tiep trien khai hoat dong tai cac 
thu vien khoa hoc va trung tam thong tin cac bo. 
cac nganh, cac vien nghien ctiu, cac trudng dai 
hoc, cac cong ty, xi nghiep, cac doanh nghiep nha 
nude va tu: nhan... 


3. Khoa Thir vien - Thong tin hoc tnrcmg Dai 
hoc Khoa hoc Xa hoi va Nhan van Dai hoc Quoc gia 
Thanh pho H6 Chi Minh 

Nam 1984 TrUdng Dai hoc Tong hdp Thanh 
pho Ho Chi Minh (nay la trUdng Dai hoc Khoa hoc 
Xa hoi va Nhan van Dai hoc Quoc gia thanh pho 
Ho Chi Minh) thanh lap khoa Thu vien va tien 
hanh dao tao can bo thu vien cho cac thtf vien 
khoa hoc. Sinh vien dude tuyen vao khoa tut 4 
khoi: A, B, C va D. Trong thdi gian tu 1984 den 
1990 khoa Thu vien chu y dao tao can b<- cho cac 
thu vien khoa hoc chuyen nganh va th U vien cac 
trUdng dai hoc thuoc cac tinh, thanh pho phin 
Nam. Giai doan nay sinh vien dude dao tao then 
phUdng thtic g\ii di hoc ba nam dau klhca hoc cd 
ban tai cac khoa khac trong trUdng bao gom: ca 
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khoa hoc tU nhien va khoa hoc xa hoi. Sau do cac 
sinh vien dUoc tiep tuc dao tao hai nam nghiep vu 
thu vieri. thu muc va thong tin khoa hoc. 

TCr nam 1994 trd di khoa Thu vien (nay la 
khoa Thu vien - thong tin hoc) Dai hoc Quoc gia 
thanh pho Ho Chi Minh dao tao sinh vien theo 
chUdng trinh 5 (danh cho nhom nganh KHXH) 
trong hai nam dan. Hai nam tiep theo khoa dao 
tao nghiep vu thu vien. thu muc va thong tin cho 
sinh vien. Thdi gian dao tao cua khoa la 4 nam. 
Sinh vien ra trUdng cung vdi hai hinh thUc thi tot 
nghiep nhu cac trudng dai hoc chinh qui khac. 

Hien tai khoa Thu vien - Thong tin hoc Dai 
hoc Quoc gia thanh pho IIo Chi Minh da va dang 
tiep tuc hoan thien chUdng trinh dao tao cho phu 
hop vdi viec khong dao tao theo hai giai doan nhu 
truo’c. 

4. Khoa Thong tin-Thu vien trirong Cao ding 
Van hoa TP. Ho Chi Minh 

Cd sd dao tao nay dude thanh lap tuf nam 
1976. Nhung thap nien ban ddu khoa chu yeu dao 
tao he trung hoc thu vien. Cuoi nhUng nam 80, 
khoa phoi hdp vdi khoa Thu vien trUdng Dai hoc 
Van boa Ha Noi md car 16p dai hoc chinh qui va 
tai chdc. Chudng trinh dao tao do khoa Thu vien 
trudng Dai hoc Van hoa dam nhiem. Mot so" mon 
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hoc mdi thuoc thong tin hoc va tin hoc, khoa mcfi 
giao vien trudng Dai hoc Van hoa day. Viec ra de 
thi, cham thi va cap bang dai hoc chinh qui cho 
sinh vien do trUdng Dai hoc Van hoa thuc hien. 

5. Khoa Thong tin hoc va Quan tri thong tin 
truong Dai hoc Dan lap Dong Do 

Trufdng Dai hoc Dan lap Dong Do tien hanh 
dao tao nganh thong tin bat dau tit nam hoc 1996 
- 1997. Sinh vien nganh nay du'dc.tuyen qua ky 
thi quoc gia thuoc khoi A. C va D. Thdi gian dao 
tao 4 nam, sinh vien thi tot nghiep cung theo cac 
hinh thdc van dap, viet va khoa luan tot nghiep 
nhu cac truong dai hoc cong lap khac. 

6. Thu vien Quoc gia va Trung tam thong tin Ttf 
lieu khoa hoc va Cong nghe quoc gia 

Hai co*sd tren da gop phan khong nho vao sit 
nghiep dao tao can bp thit vien. Ngay tu nhufng 
nam 80, Thu’ vien Quoc gia da cong tac vdi khoa 
Thu vien trudng Dai hoc Van hoa Ha noi to chitc 
dao tao cac lc#p dai hoc tai chuc va cac ldp chinh 
qui. 

Hien nay thu vien van tiep tuc me) hang chuc 
16p. boi dudng nghiep vu ng&n han. Trung tam 
thong tin tu lieu khoa hoc va cong nghe quoc gia 
co chuc nang dao tao nghiep vu cho can bo ThU 
vien - thong tin va tu lieu cho toan mang liidi 
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thong tin khoa hoc cong nghe va moi trUdng quoc 
gia t \i nam 1990. Tai day md cac 16p boi dudng va 
bao cao chuyen de nh&m cung cap kien thtic cd 
ban cho cac can bo mdi vao nghe trong mang lu6i 
va danh cho cac cong viec va cac chtic danh cu 
the. 


Tii nam 1997 ngoai cac 16p dao tao theo ke 
hoach trung tam con tien hanh hdp tac quoc te 
trong viec mcf 16p, chang han: mdi chuyen gia 
giang day, to chtfc hoi thao v.v... 

Nhin chung, ducfi tac dong cua cong nghe tin 
hoc va cong nghe vien thong cong tac dao tao can 
bo thu vien - thong tin tai cac cd sd tren ngay 
cang dude hoan thien, phat then theo chieu 
hudng hoa nhap thong tin va thu vien tir noi dung 
chiidng trinh dao tao den cac hinh thdc dao tao. 


Viec dao tao can bo thu vien - thong tin d 
nude ta nhu tren da neu, dude dao tao 6 he dai 
hoc chfnh qui tap trung, ca b he trung hoc. Ngoai 
ra cac can bo thu vien - thong tin con dude dao 
tao b cac he tai chufc (danh cho cac can bo thu vien 
coo trinh do trung hoc) va b cac ldp boi dudng, nang 
cao trinh do nghiep vu ngan han (danh cho cac 
can bo quan ly, cac can bo lau nam trong nghe, 
ejac can bo chua co kien thtic nghiep vu hien dang 
c<6ng tac tai cac thu vien va cd quan thong tin). 
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Ben canh viec dao tao can bo thu vien - 

« m * • I 

thong tin d bac dai hoc he chinh qui, tai chile, sti 
nghiep dao tao can bo thu vien - thong tin con 
tien xa them mot bucic, do la viec dao tao cac can 
bo nay d trinh do cao hoc. Doi tuqng tuyen sinh la 
nhting ngUdi tot nghiep dai hoc thu vien - thong 
tin, thong tin - thu vien va luu trti chinh qui 
hoac da dtioc bo tuc kien thtic t.Udng dudng trinh 
do chinh qui. 

ChUdng trinh dao tao thac si chuyen nganh 
thu vien nham dap ting cac yeu ctiu sau: 

He thong hoa kien thtic da hoc va nang cao 

mot bude trinh do ly luan nghe nghiep cho hoc 

, * 

vien. 

Trpng bi cho hoc vien nhting kien thtic mdi 
nhat ve cong nghe thong tin. Boi dtidng nang luc 
quail ly va khai thac cac nguon tin, dap ting nhu 
cau xa hoi. 

Giup hoc vien hinh thanh nhting ky nang 
c&n thiet trong quan ly, lanh dao, dieu hanh cd 
quan thu vien - thong tin. 

Tom lai, cac can bo thu vien - thong tin c6 
trinh do dai hoc va sau dai hoc dtidc dao tao <5 
trong va ngoai nUtic da va dang gop phtin khong 
nho vao cong tac phuc vu thu vien, thu muc va 
thong tin cho ca nUtic. Mac du vay, cong tac dao 
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tao can bo thi t vien - thong tin van con nhieu dieu 
bat. cap. Do do, nhiem vu to ldn, hang dau hien 
navdat ra cho cac trung tam dao tao can bo thu 
vier. - thong tin vln la viec tiep tuc hoan thien noi 
dun l chuong trinh dao tao de co dude mot dpi ngu 
can bo thit vien - thong tin co du kha nang va tri 
thdc tiep can cong nghe thong tin, dap ting nhufng 
doi hoi mdi cua xa hoi trong cong cuoc cong 
nghep hoa va hien dai hoa dat nude. 

II - Cong tac htfdng d6n nghi#p vu 

/ - Muc dich, y nghia 

Cong tac hUdng dan nghiep vu la cong tac 
cua cac co quan quan ly sU nghiep thu vien - 
thoi g tin va cua cac trung tam hUdng dan nghiep 
vu. No thudng dUdc tien hanh theo hai hubng. 
Hu'cng dan ve mat to chtic va hudng dan ve mat 
nghep vu (chuyen mon) cho cac cd quan thu vien 
- thing tin cd sb. 

Hudng dan ve mat to chuc cho cac cd quan 
thu vien - thong tin co nghia la giup dd ve quy 
che boat dong noi chung cua cac thu vien - thong 
tin, bao gom: tit chdc nang, nhiem vu cho cl£n 
ttfng phan cong viec cu the nhu: lap ke hoach hoat 
dons cua thu vien kem theo du toan thu chi; tien 
hafn thong ke, viet bao cao. 

Hudng din ve mat nghiep vu la giup cac cd 
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quan thif vien - thong tin thutc hien tot cac khau 
ky thuat chuyen mon (quy trinh ky thuat thif 
vien-thong tin) bang each su dung nhOfng hinh 
thtic va nhting bien phap cong tac co hieu qua. 

Hai hub’ng cong tac tren khong doi lap nhau 
ma ho trd, bo sung cho nhau. Noi mot each khac 
do chinh la hai m&t cua mot van de: huong dan ve 
hoat dong to chtfc nghiep vu cho cac cd quan thif 
vien - thong tin cd sd ma chung ta thifdng quen 
goi la htfdng dan nghiep vu cho cac thif vien - 
thong tin. 

Mlie dich cua cong tac htfdng clan nghiep vu nham 

- Thong nhat ve quy trinh, quy pham, t.ieu 

<> / 

chuan va nguyen tac lam viec giOa cac cof quan 
thuf vien - thong tin thuoc cung he thong. 

- Giup cac cd quan thuf vien - thong tin giai 
quyet nhuing van de thtic tien cap bach, due ket 
nhting kinh nghiem tien tien, nang cao trinh do 
va tay nghe thanh thao cho cac can bo thu vien - 
thong tin. 

Cong tac hudng dan nghiep vu co y nghia rat 
quan trong, mot mat, giup cac cd quan thif vien- 
thong tin cd sb thuc hien tot cac boat dong ve 
quan ly hanh chinh, thiic hien nguyen Uc phat 
huy quyen dan chu tap the dtfdi suf chi dao tap 
trung cua Nha mfbe. Mat khac, giup cac ed quan 
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thtf vien - thong tin n&m vtfng va lam tot cac 
khau cong tac chuyen mon tren cd sd ap dung cac 
phUdng phap, bien phap va hinh thutc lao dong 
thtf vien - thong tin c6 hieu qua nh&m nang cao 
trinh do cong tac cua cac cd quan thtf vien - thong 
tin gop phan phuc vu co hieu qua cong tac sach 
bao cho nhan dan. 


Thtfc chat cua cong tac htfdng dan nghiep vu 
la lam viec v6i can bo thtf vien - thong tin, chinh 
vi vay noi dung cua no xoay quanh nhtfng van de 
nhtf: dao tao, boi dtfdng, nang cao trinh do, giai 
dap thdc m&c, due ket, pho bien kinh nghiem tien 
tien. Cac noi dung tren dtfdc thtfc hien dong thdi 
voi nhieu hinh thtfc phong phu nhtf: Hinh thtfc 
mieng (hoi nghi trao doi y kien, hoi thao khoa hoc, 
to chtfc ldp hoc); hinh thtfc in (bien soan sach va 
tai lieu nghiep vu. mo ta kinh nghiem tien tien); 
hinh thtfc true quan (bang quang cao, ap phich, 
vo tuyen ...); hinh thtfc thtfc te (tham quan cac 
dien hinh tien tien, thtfc tap, thtfc te). 


Sau day, chung ta se di sau nghien ctfu ttfng 
noi dung va hinh thtfc cua cong tac htfdng dim 
nghiep vu. 


2. Noi dung cua cong tac ku&ng dan nghiep vu 

a- Dao tao, boi dudng va ndng cao trinh do 
chuyen mon 
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Day la dieu kien bSt bupc de cai tien cong 
tac thu vien - thong tin. De tien hanh noi dung 
nay, tai cac trung tam hudng din nghiep vu d 
trung Udng va dia phtfdng nhu: Thu vien Quoc 
gia, Trung tam Thong tin-tU lieu khoa hoc va 
cong nghe Quoc gia,-thu vien tinh, thanh pho>, thu 
vien quan, huyen mcf cac 16p dao tao chinh quy, 
tai chufc, ngan han (bao gom: boi dudng va nang 
cao) vdi cac chudng trinh giang day khac nhau: ve 
tat ca cac phan chuyen mon hoac chi ve mot 
chuyen de nao do cho tat ca cac can bo hoac cho 
tufng doi tUdng can bo cu the. 


Vi du: Thu vien Quoc gia mo' Idp dao tao ve 
ling dung may vi tfnh trong thu 1 vien - thong tin 
cho cac can bo thu! vien tinh, thanh pho, hoac 
Trung tam Thong tin-tU lieu khoa hoc va cong 
nghe Quoc gia md cac 16p ngan han ve thong tin, 
tin hoc v.v... 


Khi thuc hien viec dao tao, boi ditdng va 
nang cao trinh do chuyen mon cho cac can bo thu’ 
vien - thong tin, cac trung tam hudng dltn nghiep 
vu tien hanh cac hinh thiic nhU: To chute Idp hoc, 
to chiic thiic tap, thufc te, to elide hoi thao, hoi 
nghi khoa hoc v.v... (nhting hinh thufc nay se de 
cap ky d phan sau). 


b- Huang ddn nghiep vu va gidi dap that mac: 
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Hitdng dan nghiep vu thudng dude cac can 

bo hUdng dan nghiep vu thuc hien true tiep trong 

cac ddt di thuc te va kiem tra cac thu vien cd sd, 
• * « ' 

trong cac buoi giai dap thac mac tai trung tarn 
hifdng dan nghiep vu hoac trong cac cuoc hoi nghi 
cung nhu cac cuoc hoi thao chuyen de. 


Npi dung chu yeu cua hUdng dan nghiep vu 
cho cac thiJ vien - thong tin la giup dd cac cd quail 
nav thuc hien nhung chi thi, nghi quyet mdi ban 
hanh cua Dang, Chfnh phu ve cong tac thu vien- 
thong tin cung nhu cac quy dinh, quy t&c, tieu 
chuan v.v... do Bo Van hoa-Thong tin hay lien Bo 
(Bp Van hoa-Thong tin va Bp Tai chfnh; Bp Van 
hoa-Thong tin va Bo Thudng binh xa hoi) ban 
hanh. 


Giai dap thac m&c thudng rat da dang ve noi 
dung doi hoi can bo nghiep vu phai co trinh do 
chuyen mon gioi, dong thdi phai biet tra ldi dung, 
cu the va ngan gon cac van de rna cd sd neu len. 
Nhting buoi giai dap th5c m^c thudng dude to 
chide d cac trung tam hudng dan nghiep vu hoac 
ngay tai cd sd. Song, du dude to chdc d dau thi no 
cung can dude lUu y den nhufng dieu kien ckn 
thiet nhU: he thong rauc luc va tai lieu tra ctiu. 

Giai dap thac mac dtfdc to chdc cho nhom 
cac can bo thu vien - thong tin khac nhau hoac 
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cho mot ca nhan. Cac giai dap nay c6 the mang 
tinh chat chung giai dap cac v£n de mdi me, nong 
hoi, co the mang tinh chat chuyen de, giai dap cac 
van de cu the nhu: each lap k£ hoach mot nam 
hoac each viet bao cao mot nam v.v... reu buoi 
giai dap thde mac bao gom nhieu van de tiuoc cac 
llnh vile chuyen mon khac nhau cua thil vien thi 
b'uoi giai dap can co nhieu can bo (chuyen gia) den 
tham gia. 


c- Nghien a/u va pho bien kinh nghiem lien tien 


Kinh nghiem tien tien dildc hieu la toan bo 
cac bien phap va phtfdng phap ma cac caa bo thu 
vien - thong tin tim ra til thvlc te hoac ca tien til 
cai cu nham nang cao nang suat va chit lildng 
phuc vu ngtfdi dung tin, dong thdi lam giam nhe 
site lao dong cho cac bo thil vien-thong tir. ' 


Chlnh vi kinh nghiem tien tien co y nghia 
quan trorig nhil vay, cho nen nghien -cuu va ap 
dung no vao thtfc te cong tac cua cac cd <juan thu 
vien - thong tin dildc coi la bo phan cau tlanh cun 
qua trinh nghien ctiu thile te va hoan thien n<5 
mot each lien tuc trong cac cd quan till vien- 
thong tin. 

* Nghien cufu kinh nghiem tien tien 

Viec nghien cufu kinh nghiem tier tien se 
dtfa lai ket qua toi uu khi no dildc cac trnng tUm 
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hudng dim nghiep vu chuan bi mot each can than, 
ky lUdng tti khau lua chon de tai, xac dinh doi 
tUdng nghien ctiu cho den viec lap du thao ke 
hoach nghien ctiu. 

De chuan bi cho cac qua trinh nay. cac trung 
tarn hudng dim nghiep vu lap hop phfch chuyen 
de ve kinh nghiem tien tien. Hop phfch nay cho 
biet co nhung phudng phap mdi xuat hien thuoc 
cac lmh vuc chuyen mon khac nhau d thti vien 
nao va ket qua ap dung cua no ra sao? 

Sau khi chon de tai, xac dinh dude doi tUdng 
nghien ctiu qua cac hop phfch chuyen de, cac can 
bo nghien ctiu can xuong cd s b ndi co kinh nghiem 
tien tien. Tai day cac can bo nghien ctiu tim hieu 
cac tai lieu goc giup cho viec nghien ctiu dupe 
chfnh xac nhu: nhat ky thu vien, ban ke hoach, 
bao cao v.v... ngoai viec nghien ctiu cac tai lieu 
tren ra, cac can bp clin co kinh nghiem tien tien 
de tiep can kinh nghiem. Dong thdi trao doi v6i 
ngUdi dung tin va xin y kien cua ho ve kinh 
nghiem tien tien do. 

Cong viec tiep theo cua can bp nghien ctiu la 
tien hanh mo ta kinh nghiem tien tien. Khi mo ta 
phai dam bao tmh dung d^n, chfnh xac va cu the. 
Ban m<> ta phai neu dtidc Uu diem cua kinh 
nghiem. dong thdi cPn neu ca nhting mat chua 
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thanh cong cung nht i chi ra chide nhdnig kho 
khan, nhdng bien phap khac phuc. Ctoi cuing ban 
mo ta phai dam bao tlnh thuyet phu( va lo>i cuon 
diidc cac thtf vien ban ap dung kinh lghieim tien 
tien do. 


Sau khi nghien cCtu va mo ta hnh n?ghiem 
tien tien, can bo nghiep vu phai bao tao ve trung 
tam xin y kien tien hanh thf diem d ?ac thtif vien 
cu the, v6i dieu kien thit vien difdc cion l&m ndi 

m « < • • 

thi diem phai dam bao nhufng dieu kbn can thiet 
ve von tai lieu, can bo, ngtfdi dung tinva cd sd vat 
chat. 


Pho bien va ap dung kinh nghium tien tien 


D& pho bien va ap dung kinh lg.hiem tien 


tien cho cac thuf vien - thong tin. ca? trung tam 
hiidng dan nghiep vu phai stf dung ta 1 c;a cac hinli 
thtic cua cong tac hudng dan nghiep /ui nhtf: Hoi 
nghi, hoi thao, di tham quan t.htfc t?, bien soan 
tai lieu nghiep vu, ke ve ap phich pa rb w.v... 


Cac can bo nghiep vu giup dd ceu tlhu vien ap 
dung kinh nghiep tien tien b&ng caci :xuong tan 
ndi thtf vien tim hieu xem thu vien co <co dii kha 
nang de ap dung phiidng phap mefi ha/ Ikhong? Co 
nam vufng phddng phap mdi ay khoig va can co 
giup dd gi? de to chdc ap dung phtfdig phap mdi 
do. 
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Khi da xac dinh dung dan nhu£ng thu vien c6 
du tieu chu&n ap dung cac kinh nghiem tien tien, 
cac can bo nghiep vu phai chuan bi cac thu tuc de 
cac this vien ay tien hanh ap dung, dong thbi can 
kiem tra sU thuc hien thudng xuyen cua thu vien 
va yeu c&u cac thu vien do hang thang phai bao 
cao ve tinh hinh cong viec ma cac thu vien do 
dang tien hanh. 


3- Hinh thuc cua cong tac hu&ng dan nghiep vu 
cho cac thu vien - thong tin 

Nhtf tren da neu, cac trung tam hudng dan 
nghiep vu cung mot luc co the sii dung hinh thufc 
nay hoac hinh thtic khac cho cac noi dung cong 
tac cua minh. Vi du: Hoi nghi hoac. hoi thao co the 
sxi dung cho viec pho hien kinh nghiem tien tien. 
boi difdng, nang cao trinh do nghiep vu hoac sU 
dung trong viec hudng dan va giai dap thac mac 
cho can bo thu vien - thong tin. Bdi vay viec nam 
vCtng barn chat cua cac hinh thtic nay la rat can 
thiet doi vdi cac can bo de thuc hien chung mot 
each co hiieu qua. 


a- Hinh rhuc thuc hien hang mieng 

* Hoi nghi trao doi y kien giua cac thu vien 
la mot trtong nhting hinh thtic quan trong nhSm 
trao doi, iman dam ve nhting van de thdi su nong 
hen cua rnganh, nhti: lUu trti va bao quan thong 
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tin, xay dung cd scf da lieu hoac nol man^ may 
tinh trong toan bo he thong v.v... 


* Hoi nghi khoa hoc, hoi thao chuyen de la 
hinh thtic ki'ch thich su phat trien cua hoatt dong 
nghien c\iu khoa hoc nh5m nang cao trimh do 
nghien ctiu cua can bo. Cac ket luan cua hoii nghi, 
hoi thao thuo'ng dude dem ap dung vao tlhuc te 
hoac dung lam tai lieu tham khao cho viec nghien 
cuu. Vi du: hoi thao khoa hoc ve Marketing trong 
hoat dong tha vien - thong tin; hoi thao kh<oa hoc 
ve Le Quy Don, Tran Van Giap v.v... 


* To chute ldp hoc theo chuyen de. Nhutng ldp 
hoc nay co nhiem vu trang bi nhutng kien thufc 

m <y m N 

chuyen mon toi thieu cho hoc vien trong mot thdi 
gian nhat dinh. 

Cac trung tam htfcmg dan nghiep vu dat ra 
muc dfch va doi tudng cua ldp hoc. Tren cd sd do 
dinh ra chadng trinh hoc tap va thdi gian md ldp: 
d&i han hoac ngan han. 


Vi du: Trung tam thong tin - tu lieu khoa 
hoc va cong nghe quoc gia md ldp tin hoc, quan tri 
CSDL v.v... 

* To chute ldp hoc theo dien hinh tien tien. 
Day la hinh thutc hoc tap dude to chute tai cd sd co 
kinh nghiem tien tien. NgUdi bao cao kinh 
nghiem chinh la can bo co kinh nghiem. Doi tudng 
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cua ldfp hoc chu veu la cac can bo co tham meii 
cong tac. Tai ldp hoc, hoc vien nghe bao cao vien 
trinh bay. tien hanh thao luan va thue hanh dudi 
sU dieu khien cua ban chu nhiem thu vien va bao 
cao vien. Tac dung cua 16p hoc la pho bien kmh 
nghiem tien tien va ren luyen ky n&ng thuc hanh. 
van dung. 

b- Hinh thuc in: 

* Bien soan sach va tai lieu hufdng dan 
nghiep vu la hinh thufc rat can thiet cua cong tac 
hudng dan nghiep vu. Hinh thuc nay nhlim trang 
bi nhtfng kien thUc chuyen mon co’ ban cho can 
bo. Dong tho'i hudng dan. pho bien cung mot luc 
cho nhieu thu vien ve viec thuc hien nhtfng chi 
thi, thong tu cua cac cd quan cap tren ve nganh 
nghe. 


Cac dang sach va tai lieu nghiep vu rat 
phong phu, bao gom: sach giao khoa, giao trinh ve 
chuyen mon; cac tai lieu gidi thieu hoat dong thuc 
te; cac tai lieu hudng dUn ve cac qui tac chuyen 
mon, vi du: mo ta tai lieu theo tieu chuan quoc te 
(ISBD), each lap bao cao thong ke; cac tai lieu 
hUdng dan ve cac khau cong tac cu the, vi du: xay 
dung va to chiic kho tai lieu tra cdu, kho dia chi; 
c§ch bien soan cac loai thu muc v.v... 

* Mo ta kinh nghiem tien tien: 


14 - QLTV 
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Nhit tren da neu, mo ta kinh nghiem tien 
tien phai dam bao ditdc cac yeu cdu; ifnh chinh 
xac, cu the va tmh thuyet phuc. Do do cong viec 
mo ta doi hoi cac can bo co tham men cong tac va 
co trach nhiem nghe nghiep dam nh&n. Ngoai ra 
ngito'i chiu trach nhiem mo ta kinh nghiem tien 
tien con phai la ngitdi hieu biet sau s&c va biet 
ditdc gia tri cua van de mo ta, dong thdi phai la 
ngitdi het site tin titdng vao kinh nghiem ditdc mo 
ta do. 

c- Hink thuc true quan: 

La nhtfng hinh thde nhit: pa no, ap phfch, vo 
tnyen, phim anh. No co tac dung gidi thieu ve thu 
vien noi chung va cac kinh nghiem tien tien noi 
rieng. Hien tai trong cac trung tarn hudng dan 
nghiep vu cac hinh thde pa no, ap ph:ch diidc 
phat trien tufdng doi tot. Con lai cac hinh thde 
nhit vo tuven, phim anh rat It ditdc su dung ... 

d- Hinh thuc tham quan thuc tap, r/u/cte: 

Day la hinh thitc ditdc to chiic rat da dang 
cho cac loai can bo khac nhau. 

- Thong thitdng viec di tham quan cac thu 

vien ban la danh cho cac can bo da co thim nien 
* * • 

cong tac. Muc dich cua tham quan co tie la hoc 
tap dien hinh tien tien, trao doi kinh n f Jii|rn ve 
mot linh vUc cong tac, v.v... 
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- Hinh thuc thuc tap, thuc te thudng la danh 
cho cac can bo thu vien - thong tin mdi vao nghe, 
hoac tay nghe chua thanh thao. Thdi gian di thuc 
tap thuc te la mot tuan. mUdi ngay hoac mot 
thang tuy thuoc vao muc dich chudng trinh, nhU: 
lam quen vdi toan bo cac khau hoat dong cua thu 
vien ~ thong tin hoac mot bo phan cong viec. Can 
bo di thuc tap phai thuc hien mot chUdng trinh 
thong nhat da vach ra tuf trade va phai chiu sa 
hadng dah cua cac can bo co kinh nghiem. Can bo 
di thuc tap co the di ea nhan hoac di theo nhom. 
Muc dich cua thuc tap la ren luyen ky nang thuc 
hanh thanh thao. 

4- To chuc hu&ng dan nghiep vu trong he thong 
thu vien - thong tin thuoc Bo Van hoa - Thong tin 

He thong thu vien cong cong thuoc Bo Van 
hoa - Thong tin la m6t trong nhung he thong thu 
vien ldn va quan trong' nhat trong toan bo mang 
Itfdi thif vien cua Viet Nam. He thong thu vien 
nay la ch6 dua vdng chac ve mat nghiep vu cho 
tat ca cac thu vien trong toan quoc phat trien. 
Chinh v| vay, viec hudng dan nghiep vu cho cac 
thu vien trong he thong cung dude to chUc mot 
each chit che thong nhat, tir trung Udng den dia 



Vi*c to chbfc hudng dan nghiep vu cho cac 
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thu vien thuoc Bo Van hoa - Thong tin noi rieng 
va cho tat ca cac thu vien trong toan quoc noi 
chung dUdc thUc hien tix quyet dinh so 135- 
CP/QD cua Hoi dong Chinh phu ve nhiem vu, 
quyen han va to chtic bo may cua Bo Van hoa- 
Thong tin. Theo quyet dinh nay. Bo Van hoa- 
Thong tin phai co trach nhiem thanh lap Vu Thu 
vien - Cau lac bo. Vu Thu vien - Cau lac bo phai 
cung vdi Thu vien Quoc gia hudng dan nghiep vu 
cho cac thu vien trong toan quoc. 

Den nam 1970 Hoi dong Chinh phu lai ra 
quyet dinh so 178CP/QD ve cong tac thu vien. 
Trong quyet dinh neu ro: Bq Van hoa co nhiem vu 
to chile va chi dao cong tac thu vien theo quyet 
dinh so 135-CP cua Hoi dong Chinh phu: Cu the. 
Bo Van hoa can nghien ctiu va t.rinh Chinh phu 
ban hanh hoac tu minh ban hanh nhtfrig chinh 
sach, tieu chuan, quy tac ky thuat, nghiep vu cua 
nganh thu vien, dong thdi ban hanh nhufng quy 
che ve to chiic can bo va cd sd vat chat cua cac loai 
thu vifn, dko tao v& b6i dudng cac loai can bo thu 
vien va kiem tra viec thuc hien nhuing Chinh sach, 
tieu chuan, quy tltc va- quy che noi tren. Mat 
khac, quyet dinh con neu- ro: cung vo’i cac trung 
tam chi dao nghiep vu nhu: Thu vien Khod hoc - 
ky thuat Trung Udng, Thu vien Khoa hoc xa hoi 
va thif vien TP. Ho Chi Minh, Thu vien Quoc gia 


210 



la trung tarn chi dao nghiep vu 16n nhat trong ca 
ntfbc, co trach nhiem chi dao nghiep vu cho tat ca 
cac thu vien trong ca nUdc, dac biet la cac thu 
vien trUc thuoc Bo Van hoa. Dong thdi, cac thu 
vien tinh, thanh pho vdi tu each la trung tam chi 
dao nghiep vu cho tat ca cac thu vien thuoc pham 
vi tinh va thanh pho. Con cac thu vien huyen la 
trung tam chi dao nghiep vu cho cac thu .vien 
thuoc pham vi huyen. 

a! Thu vien Quoc gia Viet Nam 

Theo quyet dinh so 401/TTG cua Thu tudng 
Chinh phu ve chiic nang, nhiem vu va quyen han 
cua Thu vien Quoc gia ngay 9 thang 10 nam 
1976, cung nhu quyet dinh so 379/TC-QD cua Bo 
Van hoa - Thong tin ve chtic nang, nhiem vu va to 
chUc bo may cua Thu vien Quoc gia Viet Nam 
ngay 17 thang 3 nam 1977, Thu vien Quoc gia co 
nhiem vu hUdng dan nghiep vu cho mang ludi thu 
vien trong ca nude, trude het la mang luoi thu 
vien thuoc Bo Van hoa - Thong tin. 

J)e thuc hien dUdc nhiem vu cua minh, trong 
bo may cua Thu vien Quoc gia cb tS chuc phong 
Nghien ctiu va hudng dSn nghiep vu. Phong co 
nhiing nhiem vu cu the sau: 

Nghien cufu, xay dung nhiing van de ly lu&n .ve 
khoa hoc thu vien - thong tin. Bao gom: Thu vien 
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hoc, thu muc hoc, khoa hoc ve sach... dieuhoa va 
phoi hop cong tac Tha vien Quoc gia cuig nhu 
toan bo mang ladi thtf 1 vien trong ca nadc\ 

- Nhiem vu cu the: 

• « « 

+ Xay dang ke hoach nghien ctiu vato chdc 
then khai cac de tai khoa hoc da dupe phe luyet. 

+ Phoi hop cung cac phong nghiep vj. khac, 
nghien cdu xay dung cac van ban phapquy ve 
Cjuy trinh cong nghe ky thuat, cua cac khxu cong 
tac trong Thu vien Quoc gia Viet Nam. 

+ Tong hop tinh hinh hoat dong cua:ac tha 
vien trong he thong tha vien cong cong tluoc Bo 
V&n hoa - Thong tin. De xuat phaong hiing noi 
dung chi dao nghiep vu cho mang ladi tia vien 
trong ca- .nadc. To chtic cac hoi nghj, hoi hao ve 
nghiep vu tha vien. 

b / Thu vien tinh, thdnh pho: la truig tam 
hudng d&n nghiep vu chu yeu cho cac titf vien 
thuoc Bo Van hoa - Thong tin trong phairvi tinh 
va thanh pho nhu: Tha vien huyen, qian> xa, 
phadng... Dong thdi cac tha vien tinh, th&h pho 
cung gop ph&n giup dd cac tha vien kh£ trong 
tinh, thanh pho ve mat nghiep vu. 

Trong cd cau to chtic cua cac tha vi<a tinh, 
thanh pho" co bo phan hadng d5n nghiep Vi: quan 
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he ve nghiep vu voi cac thu vien c i dia phudng, bp 

phan nay co nhiera vu cu the sau: 

# 

- Giup dd ve mat to chUc - nghiep vu cho cac 
thu vien quan, huyen. 

- Boi dudng, nang cao trinh do nghiep vu cho 
can bo thu vien cd sd. 

- Pho bien kinh nghiem tien tien, bien soan 
tai lieu nghiep vu. 

- Dinh hudng tuyen chon can bo thu vien cd sd. 

Thu vien quan, huyen: la trung tam hubng 
dan nghiep vu cho cac thu vien, dac biet la cac 
thu vien cua Bo Van hoa - Thong tin nhU: thu 
vien phUdng, xa, thu vien thieu nhi v.v... nlm 
tren dia ban quan, huyen. 

Theo Thong tu cua Bo Van hoa so 147/VH- 
TT ngay 30 thang 7 nam 1987 hudng din viec 
thuc hien quy che to chiic va hoat dong cua thu 
vi§n cap huyen. Thu vien huyen phai co nhiem 
vu: giup dd nghiep vu trong viec xay dung cac 
phudng doc saeh, thu vien, hudng dan va phoi hop 
ho;at dong v6i cac thu vien, phong doc sach da co 
tro>ng huyen. 
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B- CONG TAC THANH TRA THU VIEN - THONG TIN 


1. Y nghTa va nhi^m vu cua cong tac thanh tra 
thu vien - thong tin 


Cong tac thanh tra noi chung dong mot vai 
tro quan trong trong moi nganh nghe, noi linh 
vUc. Nhd co cong tac thanh tra ma Nha nude co 
the nam dude thuc chat nhdng mat manh, mat 
yeu cung nhu kha nang phat trien cua toan bo 



V.LLenin rat coi trong va danh gia cao cong 
tac thanh tra, kiem tra, ngUdi viet: “Kiem tra can 
bo, nhan vien va kiem tra viec chap hanh thuc te 
cong viec - mau chot cua toan bo cong .ac, cua 
toan bo chitih sach hien nay la 5 day, van a day va 
chi co d day”. ( * } 


Cong tac thanh tra giup cac can bo linh dao 
thuc hien tot cac chu trUdng, chfnh sach cua Dang 
va Nha nude; dat ke hoach, danh gia ket cua thuc 
hien ke hoach mot each sat thuc te. Chinh vi vay, 
trong cuon: “Nhutng ldi keu goi cua Ho Chu tich”. 
NgUdi da viet: “Thanh tra la mot nhien vu ve 
vang va quan trong, no theo doi, xem <et viec 


- 45 ir. 19 {Ban ti£ng Nga) 
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chap hanh dung d&n diidng loi, chfnh sach, nghi 
quyet, chi thi cua Dang va Chfnh phu\ r) 


Thanh tra thuf vien - thong tin la mot bo 
phan rat nho n&m trong cong tac thanh tra noi 
chung gop phan giup cho cac ccCquan cap trcn va 
cac can bo lanh dao nam ditdc kha nang thuc chift 
cua nganh minh, cua thif vien minh. Mat khac, 
nhd cong tac thanh tra nay raa cac ban thong ke, 
bao cao cua cac cd quan thir vien - thong tin mdi 
co kha nang dat ke hoach cong tac sat vdi thtfc te. 


V.I. Lenin da day, kiem tra khong nen chi 
dan tdi viec phat hien nhung ngUdi vi pham ky 
luat, raa nhiem vu quan trong cua thanh tra la 
dac biet s&a chtia dung luc nhutng sai sot da dude 
phat hien. Ngitdi chi ro: “De sua chtia nhfing 
khuyet diem do, can: 


+ Nghien ctiu va nghien cbu viec tien hanh 
cong viec d cd quan, nha may, phong nay hoac 
phong khac. 

+ Kiem tra dung luc nhtrng thay doi c&n 
thiet, thuc hien chung trong cong viec’' } 

Tham nhuan ldi day cua Lenin, nhiem vu 
cua cong tac thanh tra thu vien - thong tin phai 


- Nhung loi k£u goi cua HoChii tich.-H.:Sir that, 1962.Tr. 147 
Lenin V.I. Toan iAp.it 44-127 (Ban li£ng Nga) 
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the hien cl hai khfa canh sau: 

« > 

- Vach ra nhuifng khuyet diem va tim nguyen 
nhan gay ra nhflng khuyet diem do, bao gom 
nguyen nhan chu quari va khach quan, dong thdti 
chi ra nhOng bien phap khac phuc. 


- Di sau vao thtfc chat cong viec cua thu vien 
de tim ra nhufng net m6i trong cong tac, pho bien 
va ap dung nhutng hinh thiic cong tac m6i, tien 
tien va b&ng moi each keo cac thuf vien cham tien 
len ngang bang vdi cac thtf vien tien tien. 


6 tutng thtf vien, Bo phan thanh tra dude tap 
the can bo thtf vien bau ra trong dai hoi cong 
nhan vien chute, co nhiem vu giam sat cac hoat 
dong cua thtf vien - thong tin va dac biet la giaii 
quyet cac ddn tvt khieu nai kien tung. 


II - Cac hinh thtic cua c6ng tac thanh tra 

/. Trieu tap ede can bo oca so ten trung tdm 

Hinh thutc nay nh&m muc dich kiem tra vie<c 
thtfc hien cac chi thi, nghi quyet cua Dang va Nh& 
nude cung nhtf cua Dang uy va chfnh quyen via 
dia phtfdng ve cong tac thtf vien. Cung vdi rau<c 
dich chfnh tren, hinh thtfc trieu tap cac can b(0 
con iiham thtfc hien cac muc dich khac nhtf: kilnn 
tra giao tf6c thi dua va viec thtfc hien nhtfng giaco 
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udc do; khen thudng cac'dien hinh tien tien va ky 
luat nhiing hien tUdng vi pham noi qui, qui ch§; 
pho bien va ap dung cac kinh nghiem tien tien, 
cac bien phap cong tac mdi co hieu qua v.v... 

Viec thuc hien hinh thuc trieu tap can bo 
cung co the’ dupe Ban lanh daQ cd quan ma thu 
vien do true t-huoc to chbc. 

Hinh thbc trieu tap can bo co tac dung giup 
cac cd quan quan ly cap tren nam dUdc noi dung 
hoat dong'cua cac thu vien cd sd mot each nhanh 
chdng,'dd mat thoi gian. Tuy nhien, hinh thbc nay 
se chi co ket qua tot khi ngtfdi chiu trach nhiem 
bao cao thuc su trung thanh vdi nhiing su ki£n 
thuc te cua thu vien minh. 

2. Cvc can bo xuong Idem tra tai co so 

Day la hinh thbc cd ban cua thanh tra, bdi vi 
jigudi kiem tra dude true ti£p theo doi va quan sat 
cong viec. Hdn nuta, chi c6 kiem tra tai cho, ho mdi 
thay dude nhung dieu can phai thay doi hoac huy 
bo trong cac van ban hudng din thuc hien chi thi, 
nghi quyet cua cap tren cung nhu cac dieu le, qui 
che va cac tieu chustn, dinh mbc v.v... Dong thdi 
hinh thtic kiem tra tai cd sd con giup cac can bo 
thanh tra trong viec hoc tap nhiing cai mdi, cai 
hay cua thu vien. 

Vcfi nhCfng Uu diem tren, mac du khi tien 
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hanh hinh thic nay mat nhieu thdi gian. doi hoi 
mot so' ngUdi tham gia... song no van dutic si 
dung thifdng xuyen vi dem lai ket qua kien tra 
chmh xac nhat. 


3 . Kiem tra chco (kiem tra Ian nhau> 

Hinh thic nay dude to chic nh&m muc di'ch 
giup cac thuf vien hoc tap, trao doi kinh nghiem va 
161 cuon dude dong dao cac luc lUdng xa hoi tham 
gia vao viec quan ly thu vien - thong tin. D6ng 
thdi kiem tra lan nhau con nh§m day nhank tien 
do thi dua giia cac thif vien co giao Udc thi dua. 

Hinh thic kiem tra cheo cho ket qua chinh 
xac va khach quan, tao dieu kien tot cho viec 
danh gia hoat dong cua cac thtf vien - thong tin. 


Ill - Phucng phap thanh tra 

Noi den phtfdng phap thanh tra tic )a noi 

• • 

den each thic tiep can doi tudng thanh tra. 

De cho viec kiem tra co ket. qua, trUcc, khi di 
xuong cd scf can bo thanh tra phai gii trtfdc cong 
van thong bao ve muc dich, nhiem vu va thdi gian 
doan. xuong kiem tra. Dong thdi phai tien hanh 
nghien ciu sd bo ve doi tUdng cJin ki§m tra. 


Thong thudng, khi thuc hien kiem :ra, can 
bo thanh tra tien hanh cac bit6c sau: tim hi6u 
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chung ve thu vien; kiem tra ttfng bo phan ccng 
tac; phan tich va danh gia ket qua kiem tra va 
tong ket cong viec kiem tra. 

___ i * 

1. Tim hieu chung ve thu vien 

Can bo thanh tra c6n man dam, trao doi vdi 

ban lanh dao thu’ vien ve moi mat cua thu vien, tit 

cd can to chtic, tinh hinh hoat dong cho den cd sd 

vat chat ky thuat v.v... cung vdi viec trao doi vdi 

cac can bo lanh dao thu vien, can bo thanh tra con 
■ « • • 

cin di them quan tat ca cac phong, bo phan cua 
thu vien de nam khai quat. ve each thutc to chute 
va hoat dong. 


Sau khi da nam sd bo ve thu vien, can bo 
thanh tra can kiem tra lan lifdt cac bo phan cua 
thu vien. 

2. Kiem tra tilng bo phan cua thu vien 

a! Kiem tra von tai lieu 


Cong viec nay dude bat dau bSng viec phan 
tich so tong quat,' xem cac nguon cung cap tai 
lieu, so lUdng va su phan chia cua chung theo cac 
nganh :n thuc; kiem tra ke hoach, chat luong bo 
sung. 


b! Kiem tra cong feu tuyen truyen tai lieu 

TrUdc tien can bd thanh tra can tim hieu 
nhutng ihiem vu va chi tieu can thUc hien dat ra 
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cho bo phan nay. Sau do kiem tra thuc te: Ket 
qua lam dude so vdi chi tieu, chat lUdng cong viec. 

De kiem tra bo phan nay, can bry thanh tra 
phai dua vao nhat ky thu vien, bien ban cac hoi 
nghi ngUdi doc. Dong thdi xem xet cac hhh thdc 
tuyen truyen: trren lam sach, gidi thieu sach mo'i 
thong qua cac ban thu rauc va cac phtfcng tien 
thong tin dai chung; cac loai bieu do, pand, ap 
phich... cung nhu y kien cua ngUdi doc ve cac hinh 
thdc nay. 

cV Kiem tra so hcong ngtf&i dung tin 

Muon kiem tra so lUdng ngUdi dunj tin va 
thanh phan cua ho, can bo thanh tra pha; nghien 
ctiu ky cac so" lieu da thu thap dufdc qua cac tai 
lieu thong ke, nhat ky thu vien va phieu ngUdi 
doc. De kiem tra dude so lUdng chinh xac can bo 
kiem tra can nghien ctiu cac so lUdng tret vao ba 
thdi diem: D&u nam, gida nam va cuoi ntm. Khi 
kiem tra thanh phstn ngUdi dung tin, can bo 
thanh tra can chu y co bao nhieu doi tJdng su 
dung thu vien va thu vien da co nhung hnh thdc* 
gi de phuc vu cho phu hdp vdi tufng doi tUcng. 

dl Kiem tra muc luc va hop phich 

Can bo thanh tra can kiem tra tat cacac loai 

^ » - * * 

muc luc dUdc to chuc t.rong thu vien nhU:Muc luc 
• • • ^ • * * 

chU cai, muc luc phan loai va muc luc cKi de ve 
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tat ca cac mat: cau tao cua muc luc. vi tri sap xep 
trong mac luc, each thtic mo ta tai lieu v.v... 

df Kiem tra trinh do phuc vu ngrf&i dung tin 

Trinh do phuc vu ngirdi dung tin la mdc do 
bieu hien su giup do cua can bo thir vi&n doi vdi 
ngufdi dung tin trong viec chon va cung cap tai 
lieu cung nhu cung cap nhcfng tien nghi can thiet 
cho ho, gop ph&n lam giam b6t tdi mbc toi thieu 
viec tit choi yeu cau, cung nhu thdi gian chd ddi 
tai lieu cua ngitcfi dung tin. Ben canh viec tao 
dieu kien cho ngtfdi dung tin thoa man dtfdc cac 
yeu cau ve thong tin, trinh do phuc vu con dude 
bieu hien d t.hai do an can, niem nd hudng dan 
ngUdi dung tin sU dung tai lieu. 

Kiem tra trinh do phuc vu ngtfdi dung tin 
doi hoi phai theo doi can than cong viec cua phong 
dpc, phong mUdn, phong tra ctiu v.v... va nghien 

s 

cdu ky -fnh chat cung nhu noi dung cua cac cuoc 
man dam trao doi vefi ngufdi dung tin, cac y kien 
phan ha cua ngtfdi dung tin. 

3, Phan tick va danh gid ket qua kiem tra 

Tnr6c khi di den ket luan ve thufc te cua ket 

» • 

qua kiem tra, can bo thanh tra phai tien hanh 
ilhGfrig ^hirdng phap phan tick khac nhau nhit: 
phan tich ve mat so lufdng, chat ltfdng cong viec. 
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PhUdng phap phan tich ve mat so ludng dufa 
vao chi tieu so" luong dat ra va so^ ludng da thuc 

hien theo so ludng thong ke dude. PhUdng phap 

•) 

nay cho phep kiem tra dude qua trinh thufc hien 
ke hoach, dinh mtfc va cac giao Udc thi dua. 


Cac con so thong ke ve mat. so" ludng nhU: 
Thanh phan von tai lieu, thanh phan ngddi dung 
tin v.v... phai noi len dUo'c nhung nhan xet ket 
lu&n sd bo de tien cho viec so sanh. 

* • k » 


PhUdng phap phan tich ve mat chat lifdng 
cua cong viec dude tien hanh theo cac hudng sau: 

- Phan tich nhung hoat dong cua thu vien ve 
phUdng dien cong tac chfnh tri, tu tUdng, cd cau to 

* O 

chhc thU vien, cong tac to chiic can bo v.v... 


- Phan tich cac chi tieu chat ludng cua cong 
tac chuyen mon nhU: vong quay trung binh cua 
mot tai lieu, ludt luan chuyen trung binh cua tai 
lieu v.v... 


- Phan tich each thtic to chuc quy trinh ky 
thuat thu vien. 

4 , Tong ket kiem tra 


Day la bude cuoi cung trong phUcng ohap 

o *) , ■> 'I 

kiem tra. Tong ket cong tac kiem tra co ;he ;rinh 
bay dudi dang bien ban hoac viet chting nh6n da 
den kiem tra cua can bo thanh tra. 
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Trong trUdng hdp tong ket cong tac kiem tra 
can lam dudi dang van ban, can bo kiem tra phai 
thu thap lai tat ca nhung tai lieu dakiem tradudc 
dong thdi thu thap ca nhi3ng ldi nhan xet sd bo ve 
nhufng bo phan da kiem tra trUdc do. Mat khac 
can bo kiem tra nen dua cac so" lieu thong ke dude 
len bieu do de de so sanh, danh gia. Cac sd lieu. 


hien tUdng thong ke phai dUdc neu rd noi dung 
can nghien cufu. Tren cd sd do, can bo kiem tra rut 
ra nhutng ket luan ve Uu, khuyet diem va vach ra 
nhufng phtfdng hudng mdi gop phan nang cao hieu 
qua cong tac cho ddn vi den kiem tra. 


IV. Tieu chudn danh gia cong tac thu vien - 
thong tin 

Sau khi tong ket. cong tac kiem tra, can bo 
kiem tra phai tien hanh danh gia ket qua boat 
dong cua cac thu vien - thong tin. Vay tieu chuan 
de danh gia cong tac thu vien - thong tin la gi? 

Hien nay, trong cac thu vien - thong tin de 
danh gia hoat dong cua minh din dua vao mot so" 
cac tieu chi sau: 


1. Cong tac chinh tri, tit titdng: 

La tieu chuan chi dao danh gia viec thuc 
hidn chUc nang, nhiem vu cua thu vien - thong 
tin. Theo tieu chuan nay, thu vien da tham gia 


i v <qltv 
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nhu the nao vao cuoc van dong chfnh tri, kinh te 
chung cua dat nude. Cu the, ket. qua tuyen truyen 
dUdng loi, chfnh sach cua Dang va Nha nude, van 
dong ngudi doc tich cUc tham gia vao cac qua 
trinh xay dung va bao ve dat nude v.v... 

2. Khoi lilting ua qui mo phuc vu cua thu 
vien - thong tin 

La tieu chuan quan trong de danh gia hieu 
qua cong tac ve mat so litdng va mat chat ludng. 
Dua vao tieu chuan nay de xem xet cac chi tieu: 
Phan anh khoi ludng, pham vi phuc vu cung nhu 
tmh tfch cUc cua thu vien trong viec loi cuon 
ngudi doc vao thu vien - thong tin. d day. nhtfng 
so lieu ve ngudi doc, t.hanh phan cua he, muc do 
su dung tai lieu v.v... la nhung so lieu dong vai 
tro rat quan trong. 

3. Dam bao tinh toi Uu cua viec phuc vu 

Theo tieu chuan nay co quan thu vien - 
thong tin phai cung cap nhanh chong, chfnh xhc 
va day du tai lieu phu hop vdi yeu cau cua ngudi 
dung tin; tiet kiem toi da thdi gian chd -toi vo feh 
cua ngudi doc va tao dieu kien cho ngudi doc su 
dung tai lieu mot each de dang. 4 

4 . Trinh do to chiic lao dong tku vien - 
thong tin 

Trinh do to chtic lao dong trong tut vien - 
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thong tin tot hay khong tot phu thuoc vao sU hdp 
ly cua viec sap xep, bo^ tri cac khau cong viec. 
Chinh vi vay viec thuc hien cac khuynh hudng 
cua to chdc iao dong khoa hoc trong thu vien - 
thong tin chinh la thudc do de danh gia trinh do 
to chiic lao dong cua can bo t-hif vien - thong tin. 

5, dp dung cac phitdng phap va hinh 
thi/c phuc vu tien tien 

Tieu chuan nay cho phep xem xet tinh hinh 
thuc hien cac phudng phap va hinh thuc phuc vu 
co hieu qua trong thu vien - thong tin nhU: To 
chuc kho phuc vu tu chon; sii dung may vi tinh 
trong viec quan ly von tai lieu, ngUdi doc; to chuc 
muc luc lien hop; to chtic. trao doi tai lieu giua cac 
thit vien; noi mang may vi tinh de trao doi nguon 
luc thong tin v.v... 

6 . Hieu qua hinh te trong viec phuc vu 
ngudi doc 


Thu vien - thong tin phai dam bao ket qua 

lao dong cao vdi sU chi phi mot each it nhat ve 

nhan luc va tai luc. De tinh dude hieu qua kinh te 

can luu y den cac chi.tieu nhU: gia thanh mUdn 

tai lion, gia thanh cho mUdn, gia thanh bo sung 

mot tai lieu v.v... 

* » 


Tren day la mot so tieu chuan de danh gia 
cong tac cua cac cd quan thu vien - thong tin. 
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Song khi si dung cac tieu chuan nay cbn van 
dung mot each linh hoat, mem deo tuy thuoc vao 
tinh hinh thuc te cua doi tudng dupe kiem tra (cu 
the: loai hinh ccf quan thii vien - thong tin, dac 
diem cua chung v.v...) 
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